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used by individuals or in preservice or inservice experiences to '\7

teach participants the knowledge and skills required to design, EERRE

- develop, and evaluate competency-based career guidance programs in .
" whatever their work setting may be. It is appropriate for all ‘caresr

)

. guidance personnel, including counselors, counselor educators, career

education specialists, vocational guidance personnel, and specialists’
in pupil personnel services..The'workshop provides a step-by-step -

‘ approach’ to developing conpetency-based career guidance programs from

he beginning stage of determination of needs to the final stages of¢

‘implementation and evaluation. The program is presented'as a singls,

inteqrated training package that can be used by career guidance

- personnel through self-instruction, Or as a pre-or inservice workshop
-of approximately two days in.length. Enstructions for the facilitator
. {(either the -team chairperson or the .workshop coordinatqr) are .
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proyided .in the facilitator's.guide at the end of the participaat
saterials. (Author) B ' , T . '

s

7

IRERRRXRERRRRR ***************.‘*******.***'*‘***********f******** Rk idok kg g

* wRéprdductidns‘supplied~hy EDRS ‘are the best that can be made - #*
o T ‘from the driginal document. . .

kS .

ER - T o [
Q o o e o

*



:.’-:c°mP°t°"°Y Based aC!areer Guidance Program Desngn- S

A2Day Trammg Workshop I

-,'Garry R Walz
leby Benjamln

Helen L Mamarchev'

PR provang o e [

" J ; ‘
B SR S
e e ;‘.‘. . 1 .
. o '. . S . . a
i
] A}
. '
. 0 3
'
. : R . .
e e s ..__.__:_}e, .- . RIS e EEEPO - _———
- . . - -
N
*
'.' ' -~ ’
..
) ¢
>
. i o - //\
/
//
., /e
/ /
v /
.;‘ , .

{ Mﬁ HAS '
. ‘ouclwtmtm wuctwlo'rm
_ THE PERION OR ORGANIZATION ORIGING
ATING n. ro»mo- VIEW OB OPIN|

4
© 7 STATHO DO NOY NECESSARILY REPR L
' :lo':‘ui;&:l %wu mnwuo.ﬁ N
Lo
G | RESOURCES -
o s o
S -
! Facllmes o j/
N\atef““s il
. - :'[::“,"
i ,
. i
¥




( ."‘ o

) ) . o . - S B

This publication was prepared pursuant to a contract with the National m- - ..%
stitute of Education, ‘United States Department of Health; Education, 'and: - T L.
Weltare. Contractors. undertaking. such:projects- under-Government spon- -~ . -+
80rship -are encouraged to, express-freely.their judgment jn pro essionaland .- .. <
technical matters. Points.of view or. opinions do_not, therefore, necessarily - -
present National Ihstitute o "Ed_ilfc_fﬂ.ltldnrbqs)tl’on“’or'po'llcy.”'-{ e

ERIC

Aruitoxt provided by Eic:



Gartbeffwalz
Lihby Benja in- .
Helen Mamarchev

ﬁThe uork presented herein was~Performedvpursuant'to a ontract{from the*A
R S che Nat1onal In::gtute_ ' ‘ B i

ERIC

Aruitoxt provided by Eic:



LU ' . TABEE OF cowrEwys - . . .
ST R o T :

R ‘ . :,‘ , . ’.{ " ' -.'- .’ x ‘ -"’E_@.gs -d '. -
i N\egd Purpose. and Descriptio o O T o '

"Intmductfcn '| _O‘. . t" . u .u\ . YO ‘O e e o - -.o .‘.o.‘<.' . .e "‘e L u; e ."o ' :- 6 ‘: 1:‘

,F‘ PNQTLMGI -- - ‘-. ;'.'_: « i II '."., e --"—.'-: S i - e W T ". 4 s .v T ‘

e jv"_Program ObJectives--Day 1 '. N AT «o W . 12

. ~

. Out]'lﬂe “ -‘,_‘u . ::.‘ o s u .. 1. ‘u "..I.':. o LU T T . . ,. * e e t -;" ":‘E‘ :wr‘ 2 ]3
- Needs Assessment S T . .14
. .rf' Consensus-seeking ;' . T .. L Y e 20 Q

| . '. Goa]-setting . d :..‘ _'.:’. o o: . . u. -.x‘ u . ‘-' ‘- . -- . . : .’_ . - . ' u.b u .\ i 30

. Performance Indicatdrs e . R R B
o "Des'lgning the Program My Ro]e : s ‘,. Ve . e ~ s /\
/D@signing the Program The Schedu]e AP 7 S

CNe

. FACILITATOR'S'GUIDE "0\ oo vl v uin v w s vy T 144

N o ) t. N . ) v s . _‘ : A". . O " R
. \ . . . ) A NETREATH - ©o ) o
ER . - . - . ) v S s . X . )
- oS R LN B .
.




. 1 N : .

2 COMPETENCY-BASED CAREER GUIDANCE PROGRAM DESIGN ‘

A Z-DAY TRAINING NORKSHOP " _f; - e
Garry R. Walz' - -

Libby Benjamin . L . )
=+ “Helen L. Mamarchev S A BN

Throughout this. decade in euﬁ nation the concept of career develop--

a-ment has gained increasing emphasis i the total educational process--
: the concept that educatio?pl experiences should be designed to respond -
- to student needs for life skills as well as academic knowledge.’ Nhereas ‘

‘-'careen/education ‘was- once narrowly defined as occupational awareness, ce .
l

| exploration, and skill training, educators now recognize that decision- e
. maki g skills, value clarification, and- self—knowledge are crucial to
i'satisfying Occupational choice and rewarding experiences in all aspects
, of. living Thus, the design and 1mplementation of effective deliveny

systems for career development programs have become a maJor concern of o

‘ educators as well as of parents, legislators, and interested community N

g
Yo

| omembers. a0 T L e

.
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__%W' Recent trends in career eduoation have caused the career guidance
~'A‘, program to play a crucial role in career development programs., National

avo‘student needs assessment data such as the ACT N‘ ibnal Assessment of

,Student Needs, as- well as similar data col 'ﬁrr;datewide assessment

| fprograms (e g., Michigan, Iowa Florida) indicate"tfz

é,m'.-'help in career planning as their number oneuneed"' emands'are escalating

l

R :for more viable occupationalrinformation services, .Schools and ce leges
-

are experﬁencing greater interest in and use of placement services

Teaching personnel are asking for assistance in using community resources




.and deve1oping career-re1evant instructional programs. rUnder1ying
.these ‘new pressuresvis_the emphasis on accountability--outcomés evi-
dence that whatever program is adapted achieve what it burports to do.
Meeting all of these demandgirequires the deve]opment of career gujdance
_f . programs'with c1ear1y.defihed“gea1s and objectiues which effectively

1nterm9;.the talents and ski11s of personnel within and -outside of the )

schoo1;- o

‘Puugese
Planning career guidance programs that can fu1fi11'their potential

' contr1but1on to the total. career development program requires spec1a1
knowledge and skills on the part of all career gu1dance personnel
inc1ud1ng counselors, counselor educators, career. education spec1a11;ts,
vqcakiona1 guidance perSOnne1,_and specialists 1n¥dupi1‘personne1mser-
vices. - Beeause the roles they must;fii1 may be new to some of these
individualf; they will need -inservice training to refresh and enhance

J/,f their édmpetehcies This documeht'describes a 2-day trainina program that

max be .used by 1nd1v1duaJs or«1n preserv1ce or inservice exper1ences to

teach part1c1pants the know1edge and ski11s requ1red to des1gn, deve]op,

and eva1uate competency-based.career gu1dance programs in whatever their

work sett1ng may be. T . . .
- _We believed it espec1a11y 1mportant in deve1op1ng th1s program that

it be transportable, competency- based and able to be used in a wide
‘var1ety of settings. We also wished to emphas1ze act1on and skill-
bui1ding'rather'than mere acquisition of&know1edge--so ‘the focus is on
do1ng, on putting into practice what is learned At the conclusion of
the tra1n1ng exper1ences ‘participants will have deveIoped an Action Plan

that they can 1nned1ate1y put to use 1d&therr de Garee( guidance program.
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| qnd -goals to determine the specific obJectives, outcomes and content of ) ;f

"the career guidance program. . o o

¢

This program incorporates the attitude.that the most effective
method of accomplishing the pasks of career guidance program design and"-c_
imp]ementation is through the team approach the cooperative and colla-

borative efforts of those persons mostwdirectiy associated with or

j‘_Tresponsibie for the career guidance program. Counseiors have tradi-

ooooo

'Mtionaiiy operated as individuai entrepreneurs committed to doing within
~ a broad framework of guidance services whatever was most personai]y
‘appeaiing ' Consequentiy, 1t has been difficuit to describe in any:
_specific way what it is that guidance does for whom. Counseiors who
. .have tried to develop cohesive programs have often been thwarted or have ; T

/ faiied because of lack of administrative and staff support and under-

standing. Our viewpoint, therefore, is that career guidance programs

have a greater potentiai for success if counseiors coiiaborate with

' others who are responsibie for the institution s, educationai commitments’

. r = -

v.'. ‘ . . Q l.~‘, - \" . ;
Description o . '_ -‘ PR ,

“The workshop provides a step-by-step approach to d9veloping compétency— 'A,,

based career guidance programs from the beginning stages of determination

. of needs to the final stages of evaiuation and impiementation The pro-

L

gram is presented as a sing]e, integrated training package that can be -

-used by. career gu1dance personnei through seif—instruction or as a pre-

) “or 1nserv1ce workshop of approx‘uteiy two days in 1ength (Time guide- -

| iines are provided for workshop usage ) The user shouid note that 1nstrhc-

_-tions for the faciiitator (eithér the team chairperson or the'workshop

g’

coordinator) are prov1ded 1n the Faciiitator s Guide at the end of the

partic1pant materiais.
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The basic compdnents of this systemat1c approach to career gu1d-
- ance am design includ : : ' 2
| P"Qqt 9 e: , $';s3h
1. Needs assessments of students, staff counselors, resources,

and the existing program;
~?. Consensusjsgekingastrategies‘for enhencing the team experience;
3. Tasks to clarify ‘goals and objectives;
,4. Establishment of performance 1nd1cators, i.e., cr1terion levels, =
for the obJect1ves, |
5.' Design of the prdgram'inﬁterms of each person's role and‘the
' overa]]‘tine framework for accomplishing the goals;
6. Resources 1dentifi;ation ang assessment;
7. Eve]uation prgcednresﬁ _‘ _
8. ﬁetnbds for ovencoming barriers to the iggiementation of caneer'
guidance programs ‘and _ o
é. Behav1ora1/strateg1es for act1ng as change agents w1th1n the
] ( .

back-home setting.

we suggest that part1c1pants ln the program conduct a needs assess-‘
& ‘nent ‘of students, staff, and counse]ors before they come to the workshop;

if they have not a]ready done so. Forms that can be used for assess1ng
needs are inc]uded in the training program mater1a1s in Appendix B of
Day 1.

. The materials are divided -into two.workshop days, and approximate '
t1mes are specified for each portion of the program in the Facilitator's
 Guide. The Guide follows the part1c1pant mater1a1s and conta1ns complete

" instructions for 1mp1ement1ng.the program.
Theqérogram is -best facj]itated with a team or teams of panticipants :

who work tdgether in the same setting in career guidance program 2

s -9
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deye]opment We suggest that the team be composed of four to six peop]e,'
and inc]ude counse]ors teachers, and at least one administrator A1l
 of the activities are designed.to be pérformed by. these teams." ..

N Upgn comp]etion oY the program,/participants will possess the know-

' . ledge and ski]]s, and, we hope, the motivation necessary to imp]ement
'the Action P]an-which they have qeveloped throughout the program In -this
way they will be ab]e to respond effective]y and efficient]y to the needs
) ;of those for whqm their careeﬁ guiddnbe program is intended,

The next page begins the partic1pant section of the- competency-

based career gUidance traihing program
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Up to now. career guidance agtdvities have béen ancillary

33servicesto the instructiona] program, separated from the in- Chreer guzdance£f°:ff
4 . __Zi.fe -OQPEBP -

ff**;fifstructional process.} The shift toa life career deve]opment | , dbvelopment S

._“orientation is having maJor impact on school staffs, students, ;W”;'Kr- R ;

/.__, . R o ..

iand the delivery of guidance services in a number of ways..*
' ﬂ];' Students are better able to see how their school
\vstudies re]ate to their life goals/for work andf f

B

,,g%’l-‘,'f’ further education, | ~j" R ;;”<~ : 1’ EETETY B

e;,g. COunselors, teachers, administrators and commu=. . ffi:’g- : JT;;;};4
J ‘nity peop]e are coming together 1n new kinds of | - |
relationships. T o (, i | "'
;,3, Career guidance personne] are being required o

tO assume new ro]es and ‘Jnctions.

'v'4.- Career guidance personne] \are beginnﬁng to view -
their efforts as related parts of a tota] E gram - o -7.;ig;>

rather than as disparate “activities.“ : 1 e

) koach is. needed Counse]ors teachers, vocational educators,




- . . w
0 .- - . Al

‘a program that wi'l'l serve the guidance needs of all students
To insure consistency and -sequence 1in. the career guidance
pragram, coordination is a "must." .Therefore, key personne'l_

-y

vfrom every educationa'l group must come together as a task

' .force to brainstorm 1deas to p'lan to choose action strat-

’ egies--in short, to deve’lop the program and get it gmng
You are .-the Spearhead’ 'i'ea’m for'ivour ,schoo'l. You~ha_ve
agreed"'cto take respo'n'sibi lityifo'r deve]oping your career
. guidance plrogram--fqr assessing needs, setting goals,‘vde- '
ve'loping objectives, and creating the Grand 'Desi'_gn- for the _
'Right P]an for your particu]ar needs. ' )
. I,t is the purpose of thi; program to he'lp _you .do JuSt
Lthat. Itwillic | IR AR
—‘b ‘1. teach you the processes of progcam deve'lopment,
| 2- help yoﬁ make some decisions about the d1rection
~ your pa:ﬂcu]ar program },Ii-'l'l take,
3. provide spec1fic resources for your ‘unique needs,
4. show you some . ways.. to eva'luate the effectiveness
of your prospective program, and
'_5. sug‘ges‘t ways you c?n turn'your program plan into
a rea'li.tv in your° work ‘settin‘g.

»

-Perhaps as a result o~ being able to do these things, you

——

wi‘ci'l feel a“w sense of confidence and some excitement about

. *putt’lng yof p]an to work--and. be motivated to do it itl

Purposeg of program

o



~ | - )

Your team wil] be the leaders in your:career gu1dance
program development, and your task will be to 1nvolve others
back home in further planning and in actua]]y carrying out _

the program A chal]eng1ng task, but far from impossible.
So--Tet's begin. '

91.}
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The major purposes of this 2-day training program are to help you

obtain resources that will be of immediate help to you 1n your work, and

develop an Action P1an for your own career guidance program. It is

,designed for teams of career guidance personne] including counse}ors.

teachers, administrators and other staff who are commftted to spear-
heading .the deve]opment of a v1brant workable career guidance program

in the1r work setting
Our hope is that. as a result of the program aftivities. teams will

become imbued with a new sense of .excitement and. commitment to career

1
-

guidance and will have the knowledge, skills, and mot1vat1on to follow

through w1th their Act1on Plans.

,
ol
.
.

<

" learn the process of career guidance program design and implementation, .

¢

»
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CoL " PROGRAM OBJECTIVES ~-DAY 1
/ : ' PO ‘ ;
Day 1 of this program is designed to help you- achieve the foiiow1ng
obJectives D T . \~
eA‘ . '

1 To identify effective consensus seeking behaViors, to rate :

1

your team's. consensus-seeking behaviors on-a rating scale, to work
toward improving your team's consensus seeking behaviors. _

2. To write five gaals for your career guidance program to '
which ail téam members are committed including a rationale for
choosing each goal. .

-3. To prioritize your five goals.

4. To deveiop three demonstréoie|and measurable performance
indicators for eacn of your five goais. ‘

"-5.. To deterpine how you'currentiy spend your professional time,

to determine{ways to make your work more efficient, to identify possible
new ;oies and functions~you might assume.

- 6. To camplete in detail a vareer guidance program schedule.

v t

LR )
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' S . OUTLINE . .
Crime 7 getivity Objectives
1 1/4 hours. ° I‘ntroh’uct'lon' it -  / M
' : " Opening activitiés. ry?']ew f new
v . '3 * ’ - - R 4 >
T ' 1ife career development focus™Np career )
‘ , ’ gujdance programs, the need for teaming,
| : “and resul'i;'ing new roles fdr counselors.
' P ’ | . ‘ . * 1 ‘.
- 4-1/2 hours ‘ Needs Assessment--Review "
' " ‘Consensus-seeking--Building teamwork: 1
PR . . Goal-setting . 2, 3
’ . Performance, indicatdrs * 4
v ool Designing -the program—-_QMy role ‘ ' 5 ‘
, , C SN --Thf+~ schedule . 6
-‘ ' \ . . . ‘ ; ,. ,', ' 1
. 1/4ahour ~ Wind-Down , AR e
- | '
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- duct a needs assessment of appropriate respondents and to deterv

ofi a drug educatign program for high school students. Subse-

‘program

professional ‘training, counselors devote major emphasis in

N
very heart of the p]anding process Such 1nformet1on allows

/ﬁ, D

‘¢ EDS ASSESSMENT |

- As part of your pre-wo kshop tasks you were asked to con-

’ - lA . //

mine which of_the needs isted were most - 1mportant to each of

the groups Surveyed. y were you asked to do this7 You

x

Why needs
assgesgsment?

probab1y feel that yoy know what is needed in your schnol. 1n .

your program, for yolir students. But do you? "

~ We know of a school that two years ago spent over $20,000

quent evaluations showed that the students neither liked. the
ﬂgbr ben_fited from it, and this yeer the program was
-

o ! - {
scrapped. If he policy-makers in that school had conducted |

a needs survey, they might have discovered that students were

1n such information and have been more cautious

about setti g out on such an expensive venture

Another example: , In the traditional form of pre-

their practicum experiences to one-to-one counseling techniques.
Yet, infsurvey after survey, students indicate that their need

for individualized help insresolving personal problems is

minimal.\
. .
* gareerngQdance ﬁrogram is to be effective, it must
focus on haviors anA skills needed and desired by all

persons involved .in ‘it. Determination of these needs is the

us to be more specific than just to say ithat students need help
1

,’/ . ‘ ]5 } /

/o ' 1§ ,

Neceds Ascvessment:

The heart of the
planning process

4
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# in career. development or that tﬂ!léhrrent program is inade-
quate; 1t perm1ts us to focus on specific targets for program .

efforts. It gives -us:

) 1. a ratiomsle for setting goals,

, ¥ 2. a startipg point,. e
3. ; direction,‘ - e ‘
"4, a basis for evaluation, :
5. authorization to contipue or'permissiop to stop.

A complete needs assessment mode] requ1res that data be

'
)

co]]ected and analyzed in tHree areas

I4

- Program -
- Clients . .
' . = Resources : _ .
[ ' / |
: The purpose of the pro gram éna]ys1s JS to identify a11 of
the existing guidance services that areﬂcunrentIy being
offered. Appendix A (How to Develqp a D1str1ct Master P]an for
Career Gu1dance and Counseling, ED 112 342) conta1ns a series
of act1v1t1es and questions that you .will want to consider as’
you beg1n mapping the future of your career-gu1dance program.
Appendix B contains th;;e sample sdr. ys which can be
used to determine needs of clients: counseiors, staff, and
students. (Many other examp]as of suryep 1pstruments may be
found in ERIC and in a number of books and resource\e‘r“ials

~[9ee Suggested Readings at the end of this section, p. 19]).

In)order to gain the widest spectrum of needs and points of

view, however, two other groups of peopie should be fincluded in

ERIC - L9

3 areas to survey

Program

Cliernte
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. . , .
- . D -~
the E%ie;t-survey- 63renrs,é d community mémbers. Some of the.

ques jon$ used in all’ of the surveys -might be identical; some

*would need to be rephrased, some new ones w%u?d have to be

~
\ : e —

deVised'/ ‘ : o
7 J R . | L i
" Resource analysis consists of assessing.the capabilities
- \ - .

of the dchool’s staff, facilities, materials, and funding.

Trends should be npted; such as changes in numbers of |respon- *

sibilities  of staff; areas'of expertise should be identified.

The guidance staff should assess their present faci

maﬁF,a floor p]en,‘and pote*possib]e-&?%és’not now in use

that could be made available for futyre efforts. A1l materials|

should be 1dent1f1ed and listed in a systemat1c fash1on, awd

" availability and amount of fund1ng shou]d be determ1ned

Conducting and analyzing 5 needs assessment involves the
commitment of everyoﬁe on the staff. And once these tasks
have been completed it is cruc1a1 that the results be\

1ssem1na3£g and used to resu]t in a plan for change and
pragress 0therw1se, the whole process will have been meaning-
less and a waste of time. The date“colleeted should provide a
pretty clear p1cture of “what 15" and offer some solid clues

as to “what ought to be." Program planners should thés be

able to identify some of the d1screpancies between the two,
determine which ones are of most importance, decide which oues
they can realistically tagkle, and begin to develop ; plan of
attion—-with the epmforttgb knowledgeusthat they are workluy on

what is needed by the people they wish to serve

Regburces

Needs assessmeﬁ
the impetus fbr
change and growth
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']
To review, then, the needs data you collected perta1ns

“ to the needs of three groups of c11ents--counse10rs staff,

\

and students. In addition, xpumshéuld have analyzed your cur-

“ rent resources and your grogram Befaore you ‘undertake any major

developmental steps N P
‘

Very shortly your team will be identifying spe01f1c goals
for your career guidance program from your needs assessment

data. Successful achievement of these goals requires that eagh

team member support the importance of the doals and be com-

‘mitted to their implementation. Being a good team member

involves skills that can be learned, and the next activity.will
help you tb become moré aware of these skills ag,ydu begin the

team tasks. -

<
3
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e CONSENSUS-SEEKING

'You ve undoubtedly heard the saying, “A camel is a. horse
put together by a committee." Many)of us tend to think about '
group activities in terms of our experiences W1th unproductive
K efforts rather than 1n terms of creative 1dea-sharing This is
because groups are usually put togetner te work on a' task with-
_out any thought being given to how they are to becomeia func-

tioning unit. E ' A | . .
Individuals are supposeo'to‘know)automatically'how to~be'
good group members. In truth, few do. Democrhtic voting is

supposed to reflect a satjsfactory collective judgment because

members have been "involved." In truth, it .doesn't.

Synergy: _
Synergy:is group energy, and is an examp]e_of the concept
that the whole islmore than the sum of its parts. Collabora-
tion. in planning and problem-solving leads to outcomes that
are often superior to those any individual member could _
generate. ‘ - IR
" A synergistic group is not without conflict; indeed,
conflict is seen as helpful and means that group members are
owning and sharing their*feelings and ideas.” The synergistic"
view of conflict means examining what appears to be opposite

or at odds in terms of its commonalities rather than its

differences. It means breaking out of the "either-or" svndrome

“to look for. bridging elements, for linkages, for a fusion of
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Training needed to
-be a "good" group
_member _’
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Conflict i8 not
a no—no !
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seemingly polar points of view. Synergism is pchievéd when the

v

process of working heightens: the sharing and the interactiop -

and’ leads to outcomes that are truly group-developed.
. B _ S

Consensus b

i v

Consensus 5 a synergistic outcome. It means that all

- members of the group have reached substantial agreement, Substantial agree-
.. . ment required.
although not necessarily unanimity. It is not a majority

decisjoh, which often means that there are powerful pdckets of

‘minority resistance. Conflict is viewed as an asset. Reach- - .
.o L~ Tl .

'ing a goal becomes the result of a group effort. The feeling

-of échieVement eman;;es from the group rather than from

~iﬁdividbals. Individuafs wﬁo do not sub§cribe entirely to the |~

group debisign aré viewed as catalysts for constructive growth

rather than as Blockers. “Horsetrading" is not aj]owed because:

4t often covers ub;;haf may be genuine resistances to the
. .

. “group decision.
. q d

Hidden agendas

A word should be said about individual motivations -of

. . group members. Any task group works on at least two levels: Pergonal
n' ; ) motivations
the level of the actual task as it is understood by each group
mehber, and. a ddeper level involving the hidden or undisclosed
needs and motives of each person. These motivations are

personal and Eubjective; and relate to needs for belonging, .

.
acceptance, recognition, self-worth, power, and productivity,

amongvothers.
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Such needs are not necessarily fself?sh“ or "wrong." The

-

quest \to satisfy personal needs.thr'ough group mem,bersh'{p is
natural and common to all of us. If one 1nd1v1dua1 s needs
. block another S, or 1f one 1nd1v1dua1 S needs b]ock the pro-
] gress of the group, however, then a prob]em occurs. Ind1v1dua1<
must 1earn to fulfill their needs in a- -way that does not ra1se
obstacles for other members of the group. In consensus-seek1ng
individuals do not try to "win." They try to reach algroup

decision that reflects commitment in varyfng degrees of all

members.

[

Suggestions for consensus-seeking
h Consensus-seeking is hard work, but the payoff'in helping
the grroup functioﬂfeffectively can be dramatic. The follow1ng

are a number of suggest1ons for helping groups achieve

Y

consensus]

i

1. Members shodld not try to "win" as}1nd1v1dua]s What
is "right" 1s a collective group judgment.

2. Conflict shou]d be viewed as helpful.

3. Members should: both hear and have a chance to be
heard. .

4. Tension-reducing behaviors are okay, so long as con
flict is not smoothed over prematurely.

5. Group process should be discussed when work Is
becoming ineffective.

6. The best results flow from a fuston of information,
logic, and emotior.

]Adapted from A Handbook of Structured Experientes for Human
Relations Training, Volume IV, Pfei?fer and Jones 1973.
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S I _ T
In the next activity you_are going to be or to observe a
typical group working on a task. If you are participating in

a workshop, some of you Will'be asked-to observe certain indi-

"% viduals; others w111 be-observers of the group process It»you |

are worklng 1n your back home sett1ng as a Spearhead Team, you

e w111 not need the Role-P\ay 0bservat1on Sheet Please see the

Facilitator' s_Gu1de for instructions. Ca

-~ )
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v ‘A career guﬁdante'néeds.asS€§;ment caﬁd“¢féd'atunadison High School
:revealed ‘that: . . W . >

- v

. ! L s ' . - ,.‘_ . ) . ¢
-7 1. Students needed most Hélp in: - ’ o . »
. .4 . _, choosing a career,. - L e ,
o e sbi kitowing how the courses they were ' taking related to their = . v
' T ;:@’r‘-e_‘er- plans, . o L . " £ .
¢ c.,.making deciSions. S N e
. Q?}i‘¢oh§§§iors;ngded most help in: v AR . e
-T;"féﬁ*&ggbﬁﬁfbu3dancé_iec5h1qﬁés, S v R
- -b., - designing and maintaining.a career resource center,
R ST -1 developing Rareer guidance practices for special Student
Ak T Tgroups. o Lo
' 4;:”';7f3. -Teacher's neededzmost-help'in; ’ S .
R ,//i%“'consﬁlt{nb with parents, o | 1_;1,“
_ . .- b.. helping students. acquire effective study skills, ™ * \
T T c...-relating their:schOQT subjects to occupations.

i " Jhe principal appointed the Guidance’birector\tb'be'Chairperson of

";..*a committee.of the principal, counselors, and-teachers to study. the
. assessment data and develop some goals for Rext. year. .' '

T Today 4s the second eeting of the committee. .In its first session )

- 'the group went over the djta and l1isted the needs for each population in B

- order of’ priority. Today\the committee is. to.develop at least two goals

for the career guidance program which the whole Madison staff will support.

Co — S _

' .Guidance'is "under th&-gun" at Madison because, the last bond issue
failedﬂand-therp is talk of abolishing the entire guidance program. -
Yo 4 . . 2 B -

T IﬁélgchQQI board:at its last’ meeting inquired about the data from

- “the needs assessment and' indicated that itewants "results.". Board mefy- -
bers had just returned. from a’*seminar on competency-based education and - )

. were tuﬁnedgon to implementing these‘ideaS'apd practices in Madison o
‘Schools. ™ = ' C : T

4

-
-

'~ Mixed ‘feelings-abound.at Madison over this new approach to program-
. ming. The sta®™ is not totally satisfied with' the' Guidance Department X
~and would 1ike tossee improvement, bat most of them don't want any sweeping « .
.~ chgnges in gheir own fungtions as a result of the needs assessment. '

o éﬁ‘Tﬁi’huiﬁaﬂce director was & teacher, half-time counselof, and full-..
time counselor for efght-years before he/she . irector three




~years ago. Older teachers oi the faculty remember ‘the, director as a
"teacher dnd have never accepted the new role.

. W

 The prinéi a] has been at Madison for two years and enjoys a reputa- '
tion as an entﬁEsiastic and dedicated :leader, if somewhat conservative.. *
The principal evidences fo-strong support-for guidance and is willing to go
the way .the wind blows so far as retaining or terminating guidance services,

: One counselor and one teacher volunteered to be on the committee;

the Director asked another counselor and another teacher to 'serve also.

&

N\ o
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- % . Role-Play Observation Sheet el L.
RPN - LS Lo S S R

S l 'How‘aét'l:ve was "th‘e_t__:bnin’ittee member whomyou observed? = /

Y
L

o 2 ,Howcomi ttevdi‘-’ylés' ﬁhe"-" member: to' th@:gik_nf;thé;QYOﬁ.p?' : -

. o e : e . -
d . BRI ’

I T a o
" 3. How, effective was ‘the member. as a listener? IR

. . . . I . . . .

S L . B . . R o ‘ - .
. . . . . v O LA . . p

-

4Towhat degree '-_'d'_ld the member seem motivated by personal “iéo_'n'ggrns? -

. IR . . . . ot . . : C. . .
. - . CRR Y . g 1 ' N
Y . . . i . i . . .
. o N T L ‘ L e

R T T B
5. What approach did the member
Logroup?o T

T

take in ‘attempting to influeice the,
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. *71, Tohwhgt degree were the committee members coqperating with each 3?
L e ot er IR - :

2 Nhat was. xhe feeling ‘tone at varioUs stages? ) R L
: ) . - >

- Partic1pation ST 'f..~ o

f3; Hho were the high and: low particlpator

- o [ £

= ’

P .- . ’ S B
& : . ' s
.y "

4" Nhat was the relatlonshlp'betweem level ofapart1c1pat1on and

-

the accomp11shment of the tdsk? .
' . i 4
L b oY
Commitment *;" - A s
——————————— . - j] e
5. To what degree were members commltted to a common gsa]? '
. B . ' ’
- . ¢ ™ . o . .\l . .: ,_.’
. 6., What motives did yqu infer .for each of the members? .
5 - ’ B o v
S o i - ) .
‘ : € . ! -
& v _v v ° ) K - .
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e " YOUSHISLS-SHEATNG DERAVIORS RAZHNO ScAzs

‘
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represents the way tﬁem ers on your team behave,
When you have finished, discuss the
that number in the "Ycora" colum.

Circle the numbér that, in your Judgnent,
- your scoring in the section labeled “Comment, "
. Judgnent about the appropriate number, and place

'Hrite the reason for
scores together, come to a group

‘ .

] . .

-, | Hardry any of | wice Th'a T About Talf ‘ﬁhﬁ We fb thio [ 1Tie 18 q real SCORE -
s u8 do tht.q _ 'uh,zle wedo | time we do © Mot of the | strangth of 6 | Poat-
G L | e ['this « | thid o | bime our te workshof workshog

, R A b i . )

o EXpress 1deas’ Freely 1 8 3 . 4 5 -
B A .o R A N . '
.‘.;:QE;iﬁnte_;,s‘Yee]‘ingsg;:J o1 Y T . 4 - 5 N .
S O o ,

BT A - , ¢

', ) . ) , r b i ' 4 (
c:Listen to"pthers 1 R ] 3 ‘

.Camem_:':f.'.'_,' J L o RRE o LI

3,'logp'foq'cohmonqili~ IR 7T 3 : 4 PR

© Hes in differing | o . R AR \

Ll ' | O | l' 2 D . "." LTy, v
. Fonor -coments, oF
Y, a1 teaw menbers

Coment:
" Discuss”group pro-
. Cess ‘when necded

Comment - 2+

Vork tovard team
' 90al rather than: ;o
- Individual goas ;. .

Comment: "
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~to_be.

. GOAL-SETTING A ‘Y

M

! e

Each local school is unique in terms of staff, studluts.

;'climate. facilities. resources, problems, weaknesses, and

PR

The needs assessment has helped you at this point

to determine what is and make ‘some judgments about what ought
—
You have listed the needs in order.of priority of each

.1k

. .
B e T
T %L

:of the groups surveyed, and it is- now time to set some goals

" for your career guidance progriz;// ; ¥

Why set goals? S

. .,{}.'

‘- why not be spontaneous, and Just develop activities or
elburces as needs arise? -After all, needs change, and flexi-
bility is supposed'to be a very positive component in any

Freedom is what we want--freedom to change, adapt,
N

program

- adjust to ongoing demands

Paradoxical as it -may seém setting goals and providing a

‘.’ structure allows for even more freedom and flexibility With

¢

a defined direction and assigned responsibilities, program

implementors are far more able to make necessary shifts and-

adjustments than if they have to gear up from scratch--design "

A

o strateQY. seek out resources, make'arrangements with teachers

orient students, and find a facility.

. : . . L .
. . . .
. N . . . .o
. L] ‘ - B
B . N 31
Lo RIS . B
B . - . . st Lo
A .. . £ .

Efforts ‘that are purposeful, leading to- a designated

) goal are more effective than efforts that are random or dis-

Goal-directed activitieseare more efficient than ones
¢
which are unplanned and unorganized

jointed
lhe_next step in planning

A T R - L
W . e e .

| Structure allowe =

. more freedom

v

= .

* ) v

How goals help

4



' becomgs easier when goals are - explicit The management of the | . i”' .
developmental program is facilitated whzn goals are attainable, |
Reaching specific goals inspires a sense of achievement and J

,») L accomplishment for program developers and clients. And, with

-

o _clear goals, individuals are far more likely to 1nventory
’ available resources. acquire new, relevant resources, and use

those resources. .y . - : -

X _ . L . ) '
This §s not to say that/there is no room for Spontaneity . Beneficuaz
' . _ side effects
or serendipity in program development. :-In fact, some of the. -
Jmost effez?iv; innovations have. been developed by persons

working tawar goals and discovering side benefits or observing

J.
~

,? - effects they were not look\ng for. - ;" J

. . ! N}

/
N T
o)

.+ Ypur goal i - '
- Each team will prepaJe five “Gbal Sheets. Your task is .
" 'to mesh ] far as p0551ble the needs of all groups into five Irunsiating rneeds
into goads

clear gans that you feel committed to 1mplement1ng in the
- months ahead. S L <o : 5

L4

E&amplc Students indicate that their No i -
need ‘1S "developing confidence." Counselors . '
indicate that ‘their No. 3 need. is "assisting , X .
students to develop self-understanding and . -
feelings of self-worth." 7 .

~

These needs can e considered to "mesﬁ’ with each other, and
a goal can be develop -that will respond to both needs
'%% . However, goals may not. mésh at ail. The top five needs
"on\each of your threée needs assessments may appear to be Mbking'judyments

about priorities
unrelated to, each other. In that case, you WHll have to" L ’

examine all of the priority needs and;come\fb a group Judgment




| Ao
o - . L . . ’ - [ v . ’ ~ to .
*\ 2s to which ones appear to be paramdunt. Each goa} should re- L
'flect commitment to some degree by all members of your team

An 1mportant p int to remember is that the goals you set A

must -evolve from the naeds data so as to possess ‘a def nsible

' and accountable natzonale. In the space provided your team ~_
. should ind1cate ‘the need or needs from which each goal was - B .
derived.- Fdr this you would simply write dn-the priorit1zed . | The need from whiok -
the goal was” .
need from your data which served as the basis for setting that derived
o e
.particular goal o, . ’ ) 3
Your goa]s may be for your program, that 1s, what you ’ - .
_deliver to students; oF they may be for your staff, that is, | Kinds of goals :

. skill-buiiding or 1mproved relationships for the tedm itself

and/or total school staff. For: everyggoal ¥ou set, however,
Yyou must;present a rationaﬂe as to how thatAgoal will_impact on| 4 rationale for

the goal yau
the- students> For this, after all, is the over-riding goal of + choose. v
" ';all career qujdahce efforts: to design anCSdeliver a program ' - \e‘
that will be of benefit to the~c11ente1e you serve.
| , Jou decide that your goal is .for ’ N | ‘ PP

students to learn about occupations that o
would be appropriate to their particular e
needs, strengths, and interests. Your B EY '
rationale is that students Tndicated that -~ '
the?r secorid highest need was to identify
some possible job opportunities. You also . :
‘wouldeinclude the rationale that-"possible ' :
Job opportupities” doés not take intd con- N -
, , sideration individual needs. Therefore, v
your goal incTudes the wordsw"appropriate

L3

to their...."

- In the example ngen asove; your goal sheet would lavk . o

11ke this:” - ' . N 1 %\

3. o .

34




-,‘j' or want by a particu]ar group. - : f 5} ?ua' ‘ j' DR

"' .GOAL SHEET - No. 1 -

'1>GGAL_§IA ENT: 9th-grade students wi]] ]earn about '
* occupaffions that would ,be appropriate to théir i
‘ particular strengtns and interests. < Ty '

PN ..

~

Nbed- '9th-grade students indicated that ‘one of. their
~'strongest needs was to identify possib]e Job &
opportunities. . e . .

FA

.ﬁutid%aZe- Student need statement ranked No. 2 in .
needs assessment. Individual interests and capa- - |
. btlities must be considered in dent1f¥§pg Jobs
that will be rewarding and sati ing .

-
v - .

- 2.

A ?o3review; then, a goal statement is_a genep!ﬁ statement: |

about how students (or staff) will change as a result of the

L

: program *:',.” _ ' o
A need is a statement which reflects an 1dentified desire

o

. The zumnonaZe is a statement which estab]ishes a connec—
tion between the goal statement and the need.

1
’

~

-7 .

Definitions
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. PERFORMANCE INDIGATORS o

] session your-team identified five goals for
'7your career guidance program to which you are’ an committed

The goals are the moon -of theiprogram- the team guides the

.Vfrocket ship, performance indicators (PI s) mean. that the Eagle -

e expenses of a family of four.w » s

B has landed. PI s are’ statements that te]] you c1ear1y what

: "individuals can do now “that they cou]dn t do before, or what

they can do better, having‘experienced your program. They

-rtell you whether the space shot has been: successful They

" are the outcomes of. your efforts in -terms of . clien;/behav1or,

| the moon rocks that prove you reached yeur’ destinatQ:;. With-

"out PI 3 you wou]d sti]l be'’ fumbling at the dials of your ”'*

computer, wandering around the sky, hunt1ng for the target

moon. o fj"p P . ,.vf

_Performance indicators are stafed in terms like the -

\v .. "

) . . :
(', . L S ‘s _:.,._.__-_- . e “, . L

”Vﬂ'Adeowﬁm:*i;::sgg,y SRR T

€7 . : ) .
.Y

The individual is able to describe the maJor

. ’v':. .' '.'. - ’ 1
Using our examp]e from the prev1ous session, the PI's

might 1 look like this: EE -

[ \

) 37 m38.»' )
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) Perforrrwzce -

Te4 i
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Pﬁffﬁfmnnee-lhdicatorsf

Every student will ‘be abie_to listrthreenstréngths
he/she possesses. _ S ® f, o j, e

- 2 ‘Every student will be ab]e to list three areas of
' personal interest ' _ _

f"3,_ Every student will be able to ideptify at least _
three occupations -that- relate-to—hiS#her strengths

oo tTee
e . M

.(_'_ : effectiveness. .’

' "list," "give three examples of, N.“identify.“

y

-and interests.

oA

PI s.are extreme]y important in the. program devel-

opment process. ‘Not only do- they. legitimize ‘your
- program so-far as.documenting the outcofies, 'they - -

also become - the heart of the evaluation of. its _
Carefully written PI's. -make ‘every-
thing that follows easier.- Goals move from vague,
_idealistic visions to attainable targets; indivi-.
k. duals’ performing guidancesfunctions deal with clear |
4% and managegble processes; clients in the program’-
| sensedirection and possess verifiable ev1dence of
";growth and change.,;, T

e

. N ’ - “

' The next step in planning your career guidance prbgram is: |
“to deveiop performance indicators for each goal Be sure to\;"
deal w1th behavqors- Use measurable terms like "demonstrate,"
Phrases like

Mwill understand" br "will learn about“ do not prov1de precise_

. enough descr1pt1ons of behav1ors for program managers to -

4

evaluate.rg- . IR i‘~ ?.jw‘

L.

v, eee . ;ooo' . \
: . N .

) . see . . .o e ‘e . ’
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g dence—that the. desired outcome has been achieved.

N

'Criterion levels

’

You w111 note that the PI s given in the examp]e are '

)

stated in specifics measurab]e terms Jn other words, you have

A =

estab]ished a crzterton Zeuel for the PI. A crzter1on level

is the level of accomplishment that you w111 accept as evi-

s

o Minimum cr1terion level. You: may wish to state”the

mznumum levegyof aoéomp]ishment which all students shou]d be
f

' iple to master (as in the examp]e given on- page 38)t

s

fs to use an a ccuracy level of performance

Optimum critgrion 1eve1

PI so as ‘to 1nd1cate the optzmum 1eve1 of accomplishment that

~ you desire: t; e 3{‘,
"'\4’Ebump13. 50% of the students will be able to ,
' identify ten occupations that would be - - ‘.

fappropriate to their strengths and 1nterests
| 3
N4

Accuracy cr1terion level Another way of stating a PI

A]though th1S

is not appropr1ate to the example given earlier, the,fo]]ow1n§

;o e

is an examp]e “of an accuracy criterion level

| Ebample -AT1 9th-grade students will be ab]e to
describe two life goals for themsetves that ) "
meet .at least three of the four criter1a for ~

successful goa] sett1ng.
Dated criterion 1eve1 Still another way of stat1ng

afcriterion level for & PI. js to set up;a date by which a

“certain activity is to be accompliShed..

Example: A1 'stddents will have developed a brochure
about an occupation in wh1ch they are 1nterested by
' 0ctober 15, 1978." L

on how_important that PIplsatokachiev1ng the overall goal and 1

The kind of cr1terion levef‘that you establish depends

'- v ' ) N N ’ .v B '!.‘,.;' . .
o . . . , .
¢ . . . . - . -
-
- o

Or, you may w1sh to state your

1

 Dated-

) - .

FE



will need t01

. . i .
< . - . .

;.._‘
e . &

. .

»

Ar‘ menbers 'of "your ca;'eer gu'ldanc'e'team'

‘!

mance 1nd1¢ators that you develop for tpe goals on your Goal

Sheetsk You w'll be us'l

r%our PI s (w'lth cr'lter'lon levels)

later. on in th'ls workshop en you come to the module on -~

.

"Eval uat'lon ne

g Por each of the Five goals th your task is to l1st at

‘_ least three PI'~$ 1n tl;e space provided--clear, demonstrable,

measurable statements to prov'lde clear ev'ldence that 1ndeed

| _.Your Eagle has landed' o o e .“‘

A : \ -
“e criterion levels 1n each of the perfor.,
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" you may perform; how you can fit any.new responsibilities

- DESIGNING.THE PROGRAM: MY ROLE

You have now worked as a team to develop goals for you
career guidance program and to determine performance ob.Jec-
tives far the cHent population. The next step will be. to -
comp]ete the rest of the &ata on the Geal Sheets.

‘ Before you tackle this part of the program design, it °
will be advisable to step back and think through clearly how
you perceive Your role in the tdtal design--what new functions

' S Lt . b
into what you are already doing; what you want to or will ha've

to be respons1b1e for;.what present act1v1ties ydu may have

. to omit, or a]low others to do. Your eventual goal wﬂl be

for your. team to reach consensus on expectaC1ons for and ',

"'determ1nat1on of the roles of each individual team member

and of the team. m unplementmg your Action Plan.

Pa

Begin by discussing the follo_wing qdestions:

1. Who will have major and/or minor responsibilities in

¢ .

delivering this PI? .

2. What ro]e wﬂl I play in fac1htatmg this PI?

3. What effec,t an,d@r change will these new roles have on
my present roles and respons1b1h-t1es?‘

As you discuss %hese questi'ons, jot d_own sugg.estions‘which'

" seem appropriate to hefpi#q meet th'e‘ team's goa'ls‘on the sheet

entitled, “"Ideas Generated From the Discussion " »

Then, 311 in the "Who Delivers" and "Target Group" por-

't1ons of the Goal Sheets based on "ldeas Generated From the

' Di scussnoﬁf

,Howoanyou

fit in?
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-skeleton of the program design

- and meaningful,

teresting _ 1',
‘ Clear identification of persons, times,

. ‘ '-';
. ‘ Q/

DESIGNINGJ'HE' PROGRAM ‘THE SCHEDULE

Goals and performance indicators represent the bony

who, the how, the when--puts flesh on the bones.

P]ahning,the schedule--the

‘ F
This can be’

an exciting process, one that taps the.creatiVe powers of

_everyone involved

Deciding who the target group wili be, |

N choosing the best methods and- resourtes determining when ; s

and whére and who wi]l be responsible--ail/bf these are compo-
nents that, c\y&fully thOught out, will make the rogram rich

-

.

Be spec1fic,

or, without careful planning, dry and unin-

.

baand plaoes wili-do'muchlfo translatefq§ﬁr ooais,into realities;

and your 6ian into a'program that.reajly makes a dif?erence!

L]

.

¥

Deciding who, -
.what, and how




WIND-DOWN

Xl
y

, You have now 1nishqg Day 1 of this. program, and we hope you have

N a clearer. 1dea of ow to reach consensus, to set goa]s and obJect1ves
\ for your program, to estab]ish nerformance indicators, and to a1]ocate
) » roﬂes and respons b111t1es for those who will' be involved in the program
| Day 2 will ake\you"deeper into the process of program des1gn by
o teaching yoa thd skills of resource acquis1t1on evaluat1on overcom1ng
| barr1ers and gaining adoption of your program The goa] of course,
is for you to complete your Action Plan so that you can put some of

4 - 3

your new sk11W% to work 1mmed1ate1y'

4'.

. B
” . [} -
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uow TO DBVELOP A DJE;RICI HASTBR PLAN -
EOR CAREBR GUIDANCE AND CDUNSELING _' v .
S ,,n.-"f_‘@ . _ 1, C ’ e
ST R R Thonao J Jaco;}“- . R .
ol T .Anitnzu. Mitchell "  ;§ .f-‘ ' ( ’
a8 “Tholo who tail to plcn-plcn to fnil. Plcnning cs nn\ ’ -
- activity-is cxtollcd by many but prccticcd by few. Thi:_arti: o
is nddrcoocd to. involvcncnt in. planning nnd deals. with" T e
1. Issues that should be’ conlidcrod by. thooc who are :
intcrcstcd in initinting thc plcnning proccss in . thcir school'
or ochool diotrict. N : . "
- 2 ‘The plcnning proccoo thnt vns nsod in one high school ,
- diotrict to. dcvclop n nnotcr plan for. cnrccr guidance and counseling.
. -3+ The inpoct that this planning process has had on guidance
pcrsonncl and othcra throughout thc school district._ '

. Sincc its incoption,-thcnspccialty-of guidancc and counsclins has -
%&' operated ‘'without a° curriculum and without spccified learning *
_ tasks and- nctcrials. ‘Student outcomes of guidance intcrvcntion,
Sae defined at all, have ‘heen. unilcterally dctcrmined by the f?;
lndividual counsclof.- Failurc to- dcfino and conmunicate guiaance
Q : curriculun and intcrvcntion processes has causcd the public to
' qucotion thc valuc of counscIing scrvicéo. " Time spcnt in planning
‘8 career gnidancc ‘and counsoling progran cnn providc a school

district with. ; .'ff'. - co e

-

an -

l. A trcncvork for the: supcrintcndont and principals “to
dcvclop, manage, ovaluntc nnd nodify thcir guidancc progrcns.
2. A counooling and guidcnco program that is. defined from,
‘a nunbcx of difforont vicwpointo of counsclors, studcntc, parcnts,
tcncgcrs, cdministrltors, and- connunity businoss pcoplc., ,
. : 3.. Counlclors, adniniatrntora and community. pcrsonncl with
skills in tho;ilnnning proccos.. RN - -
. 4.7 A wodel against which to measure all counsolins and
.guidancc prograns in the- district.
Ve

ST _THE PROCESS .

Dccision nnkcrs and. inglcncntcrs. Before program planning can *

"begin, dccision makers must be identified, and the decision areas

dotincd Typicclly, thorc will be ‘a district office administrator
‘and an administrator from'each participating school desiznated




¢ - : . : o ) .
ﬂeclslons, and an expressed commitment to the program. These i
persons then identify tentative decisfon points. Ahother level
of program Planning is the coordination function. fﬁis'could be
;+. the responsibile administrators, but is morq likely to be their < 4
f A designee, who. is tipically the director of guidance of ‘each
" school. This person is responsible for managing people and
information during the planning, implemeénting and evaluation of '
the program. The third level of the progess 15 reviewer/reactor
function. Representatives of gtudents, éeachers, counseélors,
parents, and community (buisiness, industry, labor, and government)
are ldentifted, and ‘their commitment to the reviewer/reactor
function is established. As each part  of the program progresses.
Preliminary plans are submitted to the reviewer/teactor panels
for review/reaction} input is then seériously considered in the X
modification of plans as the system is develp)/d,by decision makers.

System design..’ Before starting to put the parts of the system
together, decisions need to be made concerning the theoretical
base of the program. ~There are several good theoretical models
availabie on’ which .to base your program. Tae Grossmont Union

High School District adopted .the California Madel far Career
Development (1); a district might develop its own model, based

on whatever theory is consistent with the district philosophy (which
may need clarifying) If this step is bypassed, the system is ‘
almost sure to collapse at some point of its comstruction. It ’
is the linkages between and among ‘program components that give Y

a plan if§ systen quality and internal consistency. Once the

model has been selected or designed, and has been endorsed oy
each of the three levels of participants previously described,

the parts of the system must be stated and-defined in terms of

tasks, taleut, and time.

"

(administrators, coordinators, and reviewer/reactor grou have
agreed on the steps to be taken in developing a master pl for
career guidance, a Task, Taihnt, Time (T-T-T) chart should be
prepared. This states the objectives of the Planning process,
with each objective divided into specific tasks or activities to
be performed' (Task) for each task you will designate the person
who will be responsible, (Talent) the date on which it shou;d
be completed, (Time) and the pethod for determining whetherﬁoy .
hot it has beenidone. Additional colums are then completed,
indicating actual date of completion, and gomments about any
deviation from fime or evaluation criteria.

Task, talent, time analysis. As soon as the participatig;hgrOups
)




four functional levels are avareness (knowledge), internalization
in terms of self (the students ‘relate the knowledge to their own
1ife plans), action, (theﬁptudents utilize the knowledge and
understanding in their own career planning), and evaluation, (the
students evaluate the effects of their action and decide whether
to persist in the same direction, change direetfons, or leave
Eb‘t learning as qompleted or abandoned) There should be enough
objectives stated to '‘provide the needed evidence, but not enough
to be cumbersome. . |

o

Resource assessmert. Before determining which strategies should
be employed for Ebving students toward attainment of 'selected

. priority objectiVes, it is necessary to define the limit of the

! resources with which "such implementation must take place. This
means a careful' assessment of ;available personnel (both time and
talent), available space (for individual, small and.large group
meetings), equipment materials, and budget. Resource assessment
must also consider the. availability of thses resources, such as
-questioning how teachers feel about having students taken from
‘their classes for guidance activities,.and about teaming with
Zounselors in iﬁplemeneing a guidance unit. What is the disposition
of the Board of Education toward career gjidance7 How supportive
_is the administration? What 1is the avail blity of vo unteer’
workers? What will the support of busimess and industry be? When
all resources and constraints have been listed, a task force '
 familiar with the situation should consider ways to remove the

— constraints, and thus increase the resources. Refined lists ¢f
resources~will also help determine the ﬁeasibility of utilizing
alternate implementation strategies. - :

Selection of Strategies. Strategiles for assisting students in
their progress toward objectives selected for implementation need
to be developed. One of the bes% sources of possible strategies
is the Current Prpogram Assessment explained earlier. Examination
of the data from that assessment will usually result in the
identification on one or more ereative, feasible, affordable
strategies that work. Brainstormiag wicth staff might produce
viable alternate scrategies in addition to published sources or
strategies such as Campbell, et al (2). The strategy selected
should be one that can be implewenced with the least commi tmen

of resources (peopﬁe, time, materials) and a high degree of \
effectiveness. The person(s)‘'implemencing the stiategies shooi.
be involved 1in .the selection of Strategies. N ;

®
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Any model .could rve as an uﬁbrella for, a vast nunber of goals - -
-and it will beé 1igortant to limit goals to those that are most
appropriate and desirable in your particular school situation.

. Pussible goals are listed stated in terms of student needs, and
used as. a basis for, the degired outcofies assessment and current - (
Program assessments described below. Once these priority needs
‘have been ‘identified, goal statements should be refined to reflect
‘appropriate and desirable goals which address the needs. Implementdng
only a limited dumber of ‘the goals ‘in the first year may be opted '%h \
for, but all ghe goals of an ideal program for the district or "
school to give direction to future4program implementation stages
should be defined.. o . w

+ NeedS assessment. This term is often misused and misunderstood.
Needs are not unstructured off-the-top~of~-the~head wants, but
rather,\Ftatements of value or position related to a specific,
theoretica} model. needs assessment must have two parts, a
‘desitzd outcom !asiggsment and a current program assesfmen{. To

. determine needs, you first present the possible student outcomes
‘of ‘the conceptual model to>representatives of all those, involved
in and with the school (students, teachers, counselors, admin-
.1strators, parents, and representatives of local business, industry,
1abor afd government) and ask them to .select the outcomes they
. feel are most.important. Priorities are derived from the results :
of these selections. ) : ’ (l
Next, a current program assessment is conducted, again
using the possible student outcomes derived from the conceptual
model. All school faculty are asked to identify each of the
student outcomes addressed in their program, the students who are
the recipients of such instruction, the methods andsmaterials of ..
implementation, and the evaluative criteria used for de rmining
that ghe outcomes have been achieved. This Process gives alrl "3
staff members an opportuniqy to relate their own programs to the
conceptu§1 model, ‘and emphasize . the good -things they are doing

in career| guidance. It alsg provides-some management data for °
1nd1viduals, departmente, and grade levels to see each concept
in relation to the curriculum, methods, and.materials already beiug
used successfully, and evaluation strategies that are already

" working. In this way, resideant experts angd promising practices
are loca&ed and form a base for program development.

N\

Statement of Objectives. Just as th ale d aumber ol goalo (0.,
can be stated for each Coacept, a nu:!EL of otjectives can be
stated for-.each goal. It 1s impostant to decide at which Jev-lu&R
'nyntal level each goal will be addressed (introduced. reiunforced {
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- addressed in. the initial implemen:a:ion of the program have been
decided ‘and the strategies‘to be used, it is important to-determine
whether current staff competencies are sufficient to implement
these strategies. For this purpose, an analysis of staff competencies
needs to be completed, selecting strategies and developing a list
of needed'compatencies. For. ingtance, 1if one of the strategies
is to engage ten students in .an ongotng. peer counseling experience;
it.4is important to know if.any staff member '‘has the competence

" to train and monitdTt poen counselors.' Once the list of needed
crmpetencies\ﬁps been developed, a survey of the staff will be

needed to dete mine each staff member's area of competence." Aflalysis

of results of he survey will clearly indicate the areas in which A

staff devqloe nt ‘is needed, e

“ | ///2(5 . i . . A ’

__ T,

T%ta%f developmeht. Staff development should be provided.by the
gohool or school distriect with* no cost to’ seaff members. Determihing
who should be ihvolved in any staff development unit is based on
deciding who w41l be involveds in implementing each strategy. 1f - .

, those implementing the strategy do - not have the requisite competencies,
they should be included: in that portion of .the staff development

& Pprogram.’ “Others may also be invited to participate. Leaders for

individual staff development.units may be secured from many sources.

Often, the very bedt .source is the staff of the schooL)or distriet
icself.

b ) ! -,

Staffing strategies. It would appear simple to use staff members
ip"their areas of competency, but this 1s not always feasible.
For, instance, a math teacher may have iﬁtﬁrpersonal gkills that
a counselor lacks;,; but this is not cause for giving the counselor’s
interpersonal activities to the math teacher. On the dther hand,
if one group of teachers has the competencies and is implementing
; . programs in one area of-career guidance, it would bé foolish to
take this unit out of their department and train the teachers ia
another department to do the same thing. In determining sctaft
strategies, the gadminiatrator needs to look at Program needs,
staff competené!cs, current responsibilities orf each scaff mewb u.
and attitudes of staff members toward change

[ 4
/&iéﬁﬁiigu Wosadures . Liv auy @yastewm, (heee weso G O S SV
determining the effi.ac; of each of irs purts. T.e whole p . EPo

of implemencing a career guidance s,stew 1s t2 help studeuts
acquire behaviors that will facilltate thel:s c.reer developmeurc

To determime whether or not the pacrts are wosking . it is necessa.
to apnly ecrireardinn mdfaa.. vaa Frav an-r B .
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determine baseline, or, where the students are in the arca chat
~tlie unit covers, and if they need .the instructional unit; pos.i-
‘testing determines\whether the strategy was effective., Emphasis
is not on the teachetr or'on the learner, but on the program - (-
component: “Does it wotk? This furnishes information for modificacion
v oof strdtbgies. Sometimes it alsd shows that ‘the objective needs )
to be refihed or even that the population selected for implementation
of the strategy was psorly chosen. Again, a linksge is developed,
showing where the system is not working and giving ‘information .
to the decision makers, who- then must make decisio?s about modification
and recycling of specific program components.
Evaluatipn.i\Program evaluation is comparaqively simple if a record-
keeping system is developed to help plot individual students' . |
‘progress in terms' of maatery of specific objectives. Students N
should have a- profile showing therdesired objectives. As their
'performances on pre- or postcriterion measures 'support their.
mastery of an objectivh, the teacher (or cqug;elqr) dates and

.w

~—

initials the cell of theyprofile that rEpres ts .that’ obfective.
This makes it easgier to perceive each student's career development,
and counseiors and students have information tigp Suggests the

-

_"negt step interventipns. Studenfs can ‘be group¥d for units, based
on objectives not. yet maggered, and k{:gram evaluation can be ’ (j
’accomplished by analyzing PrOgBrgess of dndividuals and groups.
LY e . ‘ . .

Budggt;grojectioﬁs. Once‘;he parts of the system have been designed:
and analyzed for internal consistency, the budget will need to,
be prepared. To determine budget, a task, -talent, time'analysis
*will need to be prepared, based on your best judgement of the
resources that will be needed to carry out each part of the
program. Budget mus,t reflect utilizatiom of current resources
as well as justification for .added expenses. Since each budget
- item should be related to specific objectives ‘the budget cannot
be prepared until decisions have been made conéerning the goals
and objectives to be implemented, stratigies ta,be used staff
to be ipvolved, staff development act vity needed, and evaluation
design and procedure& to be followed. gJ A

-,
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Impact of the planniag prucess. wWhab khiads of prublems uie
encountered_when starting the p.ougram planning process? Ihg
easicst problems to cdb;rwich are the procedural or meclLanic.,
ones such as how to write Roals and objectives, gun meetings,
disseminate informacion, etc. The most difffculc pioblems to {

.
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through and implementation. Our experiences in the Grossmont
Union High School District _suggest that the following reactions
can be expected from staff during the different phases of the
planning process:

[ 4
A Phase I-Decision to plan. '"We need it." Dedication-"Let s
do it." Devotion-"We'lllsupport ic." Perseveranceb"kll the way
through to finish the program plan." . \\_)
Phase II-Participation in the planning process.v "Taking.
too long." "We are too busy." "I have o:hef priorities.” ’
"There is too mueh commitment demanded. "I am depressed ‘bnd
want this project off my batk."® "I wanted to participate but’
not this much.” "I thought if I slowed down and did not participate
things would stop." "I can begin to see what’ you mean.”" VYI )
don't understand this process.”" "This plan is going to make us .
change a lot of things we are doing " 3
Phqae IIT-The plan is completed . "We are glad the plan is
completed." "That's not our plan,.it 8 a district plan." "Put
it on the shelf it is irrelevant‘to our program.. "The data and
responses in the report don t reflect us; we are‘different. , e
"The ‘plan is being rammed down our throat. "We won't implement
a district plan." "We are too busy right now.’ ""Ye wanted\a ° |
plan, but not one that would make us do anything differqnt "
"We are not /sure we want .to follow-through with this plan.’
Prase IV-Implementation of the ‘plan begins. "We won't
touch that plan." "They can "t male ug do it." 'PTheir plan, -
@ﬂot ours-but there is no local plan." "We are beginning to
see how implementing the plan can help."™ e have stopped
philosophizing, and arguing, and are now trying'to get going on
planning our program. "We know we need a program ?nd are working
+ ONn OUrs mnow. "We have ouﬂ'program on paper, have developed a
deeds survey to determgne what additions to add our, program
. and have a year-long calendar worked out." "We have a plan and °
{ are making ‘changes in our pragram. "Our plan is giving us -
" something to use with the administration to argue for and support
a guidance budget, a change in faciliﬁfes, additional staff."

N

t ‘

SUMMARY
\

- Can the process used in planalug the Grosawonut Vulou tigh
School District Master Plan fo# Caree. Guidance.and Counsc.ling
be applied to ochar guidance Program areas? It can, 1it. has bec.
and is currently being-applied to other guidanc= areagr post .

recently in a Sociall ‘Work Services Program
The Grossmonet Madnme HAake SAhA.1 nas_ . 1.




" APPENDIX B.1 .
g.
COUNSELOR NEEDS ASSESSMENT

-'-,c
S

Show how' important each neéd. Js to you by check1ng the column. wh1ch shows how

‘ you feel. . oo .
As a counselor I need assistance in: L JQ i;.
' o . ' ' » [E|Q]lw
. N . o+~ [=] =] 1}
8 S ~|*|%|s
N . - : .
1. -communicating éffectively with other school personnel
. * T » > e -
2. cdmmunicating'effgctive]y with student pbﬁulatiohs
— . - By
3. comhuhicating effectively with parents :
—ns L= . : . n g

4. communicating effectively with community membgrs\ .

‘ T

Sad.

%

5. examining and dealing with persona]-biasgs

V. . : LI

.

<
7. estqb]ishing a career guidance;tgam

8. functioning effectively in.grohps

) .‘u o

v 9, uti]fzing paraproféssionaiﬁ’in career guidance programs

',]0.:'act1ng as a consu]tant whe apprOprii}e . -
. 1

P

li. updating exiSti g knowTedge and competencies

12. developing and practicing change agent skills

P

13: utilizing information retrieval systums \
‘ ) - 42 9

14, developing ar‘:dmimstering a needs assessment
° instrument foWRstudents : _ QT

[



, i o ..o . ; ‘ . . .
o 5 R . : ) . I
i As a counselor I need assistance in: . D l1elolelo
R LT JELE|E %
s ‘ ) o : - o
15. esta hing career. guic/l%nce goals and objectives based on 1
... nesds\iSsessment data 5 R
6. translating goals and objectives into perfovyance indicators N
1 * ' ” — i , - e N
l7 developing a c‘ar’eer'guidance ac-tion plan for implementat-ion_ 1 - 4
l8 desigmg and administering competency-based evaluative L |
-, instruments - g | . _ P
19, . assessing evaluated data to determine impact of career | '
_ K guidance programs on: students ‘ i . .
" 20. ‘utilizing evaluated data to redesign career guidance By
' programs .’- : S . S IR
21. " surveying former students.,gto improve current career guidance |
B [y . pmgrm . S .
22...' :vformu.',lating .’reports a'nd di__',}seminating resul,ts _ 1 - _J '
— = "i;;“ A 1 .
23. developing strategies for student advocacy Lo ) '
- .'._ ’ ﬁ. N — T— %, —
o -24.‘ publicizing ongoing,,oqreer guidance activities »
Do T . b ,4“:“ ' ;.. "
- 25. _:designing_ and conduct.i.___ inservice staff devéiopment
- <_prQbr.ams—' A - . |
B 'és d alh and maintaiﬁ a "career reso e center ]
o @ 5\9 9 g tg'c 1
T 2?: assistin »students in ,assessing personal’ characteristi,cs , 1
-t 28, .assisting students in clarifyingf their needs, values, roles, - -
.. ' ‘i o hcthES, and gQa]S N . | 5\{ T
i29. assisfing students in ,deve‘loping interper onal skil”ls * .
3'0. 'assisting students jn understanding and exploring life . | L
s career options o

. . . .
- . .. . P L . ", L. . .
o D » : R R ’ .
o o . o« P PR . ¥ ]
. .l . ‘ . '-’ . 0 . .
. a ‘o . N . =




e, - . Ty -~ - . .
‘ 5 - N - '
5 o0 . N ~—d -
[’ *&’- i ﬂ ' v : o -
S . :
. 9 . . e _
. o " . . - . L4 . . . .
' . : . . . N - .
) - ‘ ' . on
.

As a counselor I need assistance in:

o

Tittle
-much

great

- some

31. assisting studeﬂ!! in acqui ng and. practicing career -
.decision-making techniques gl processes L .

32. assisting students in develbping and’ implementing persondl
C action plans

35,33:‘ assisting dents in exploring occupational and educational
S placement OpROTY: nities . 12,, o N

- .34, assisting students in developing employability ski]ls

i

' ‘55. -assisting students in educational placement

¢
A

-, 36. 'assisting‘students ingjoo p]acement' Tt

J

gé 37. asseSSing persona] educational and career concerns of
P special student popu]ations ‘ . ‘

fidf3é. -identifying specia] student groups and generating career
e guidance programs to meet their unique needs

| 39. “co,llecting and dissﬁinkg( g information to all educaﬂ
- tiona] personnel regardin specialastudent populations

b i . T
. - 40. eliminating stereotyping in career guidance programs

¥

4] Cy‘sisting students ?h exploring the changing nature of
fe/work/lei%ure patt?rns throughouyt . the aging process .

42, ,inconporatjng ﬁuturistic thinking and p]anning in career '

N 8

gu1dance programs ) . . .

5 " . .. N Y, B ' » LA -.
S‘ 43. other. ; L C (
v h ' - S - :
', VAT
, T :

‘ 1Y ) ", N »
-
~ V F
A "




o o Co '+ APPENDIX:B.2'
n L . IR ' ‘,"/" . o ,
' f‘ xr ... STAFE NBEDS;"‘ASSESSMENT R
\ ' / ! ‘ '
Show ho‘y 1mp,ortant each need 1s to you by checking the CO]umn which shows how
 You fe . o
As a{ staff member T.néed assistance in: ol T |
R : ' . —laole|lw
. . " . .’ : 2 rE 'O o
L - R . o : . »lol3ra
N — \.t{ O S =le & é,',
' s | T '
1. ;coniminicatilng effectively with other s,choo] personnel
4 .‘2." comnunicating effective‘ly with student pOpu]ations
Micating effectively with parents IR o 1.
y .
. : . ] o o {
4, cohlnun.icatin'g} , ‘ective’ly/,‘vith :"co:mnun'ity members . . . .
Ce AT ps & . : oo )
L ‘ ,.» : - " g T[-JF . . . ] “4"(
5. -examining and dealing with persona.l biases o p
6. “fu oning effectWe]y/"i""n groups |
i . . . -, . ; L . R
, T acting as a consu]tant/ when appropr'iate *
, + -
8. updating existing kn ]ed/g\\nd competencies )
oy 9. deVe]oping and prac 1c1ng cha e agent skﬂ]s = .
R
]0.' utﬂizing ﬁlformation retr1eVa1 systems S
n ﬁunderstand'ing career guidance goa]s and objectives based
oh needs assessment data - “« o |
| 12 trans]at‘ing goals ‘and obJectives into. performance
: lz _.1ndicators ol .
13, fnf\ising_career‘ materials into the curr'icu1dm_,
r o .I ’ / ' . ' . | ..- . o
§ 4 ) | | - ' . o . ‘ (J ‘
| 57 g ) | '
: z 57
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. ’
N a
. [ ’ ¢ . ’
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v . v '

“As a staff member I need assistance in: " |
. \ + 3| @
; o= n E
. ‘ ‘ . ) — o
' 14. designing and administering competency-based e{a]uative
. instruments 4 ( | |
15, asgessing evaluated data to. determine impact of career 1 N
. activities on students |
16.. uti]izing eva]uated data to redgsign’career activities
; .
"17.{7designing nd conducting inservice staff development >
© programs T _ ' .
. 18. assisting stxde’ts in understanding and exp]oring Iife 1, )
) career optio A _ -
—f—f — 4T
19/' assisting s%udents in, acquiring and practicing career ' AR : ( .
. ‘decisign-making techniques and processes 0l o I P -
20. . assisting students in deve]opingwgnd-imp]ementing per-
sonal, action plans : g

eduéational |placement opportunities , B . )
' \ \—v ) ' ¢ \‘ . ‘ /) 4 i
22. assisting st%dents in deve]oping emp]oyabi]ity_ski]]s ¢ i R B

K ernwasqgs7ing sﬂudents in exploring occupational and R N e ‘

23. .assisting'st dents in educationa] plfcement

. e
K B \
. . '
.

de nts in job placement .

%—%—1

24, . assisting st

-25; eiiminating ste reotyping in materiaisuused by students .

4
[]

ents in exploring the chand‘lb nature of
ure patterns throughout the aging process

—Frv
Y
7

- 26. assisting stu
life/work/lei

——W—ﬁrj

27. 1incorporating

futuristic thinking_and planging in career
~activities ’ : ]

| 9

. 28. other: -~

k-
N )
Bl




N .  APPENDIX B.3 . o
' * STUDENT NEEDS ASSESSMENT o

Show how 'importaht ‘each nefed is to you by checking the co]umn which showb how

-

you feel. . » K
# & ' ‘ - ‘ . o
As a student 1 need"? assistance in: . e. |olels]|e
' ’ ‘ £l 8§18 3
- =|o| E| g
e et e e e \
1. _deve]dpiri& confidence - - . .. )
. v / i . ’ §
R _ » -~
- 2. understandinq myself as a p%:sor!' ) : '®
3. ‘.mak'lng'a'nd gett‘lng a]orfg %th friends
dea][:g with persona] p%&]& o oo - Y. ) s
5 — — —
; ge ing along vrlth my p%rents . . . \
6 gett‘lng a]ong wit}l the/qpposite sex - : - ,
L e m ~. ) '
o . L [ 2 ‘ . ‘
7. -1dent1fy1ng nw 'lnter‘e/gts 3 : R
8. understar;d'lng how mv/ sex and/or race may influence my '
- carger chotee [ S R
: 9. understamd'lng the c‘nang'lng ;ol es -and expectm ‘of men
and women - ; ’
10. ﬁnderstﬁgiing‘my v_a]ues’ and the 'va]ﬁes of o_t!lérs
- " ‘ . ot ,“7

N. real izing how inﬁportgnt peoﬂe ‘Inflqéncé .my career choice

v

]'2, undérstiandin'g;}low the- 'lngslthat are impoftant to me
affect my career, choi : -

—

- 13 making decisior}s/‘/,. | .

]v4? knowing'whét inax happen because of a decisi.on ‘ /
_ ';]5.  taking .gres’fpons'ib-ﬂityb 'for. my&ﬁdeci'sions e '
4 ]6 'béjng a'bie to wp'rk yqe]] wi‘fﬁi others : / u‘ | ce % '
® 59 '

'59,,.

2



. . N
T ab ‘ . . y L \ v ‘#
- As a’student I'need assistance in: ‘ 2lolelw
’ ’,';-;, i * / :” g g 8 ]
TR - ~ LI=1"PEl &
17. . choosing. a vacational” school or college to attend after - '
high school . . '
' RIRE 1 .
i lﬂa learning about financing further training or education 1 -
. ,—1 ‘ ] CErra—ry — ] ‘.. .‘. .
'.'19."p1annfng and'ch0051ng cohrse selections * , A
20. khowing fiow ‘the courses I am taking relate to my career |- G4 ~
plans e N I
21. knowing how to- prepare for caréers in which 1 am , .
K interested . . - , ) o . " . ]
- = .‘ N [
'-3%. 'deve10pibg a p]an for job prepaéntion and persona] ' //~
: growth .. ,
- ' - ’ 9
.23, learning mqie abaut possible job 0pportunit1es . . .
‘, — 5 — - ‘ 1 ,. '
24. understanding my abi]ities and-aptitudes ' ‘ 1. ) | !
25. *doing some 1n-depth exp]oration of materials about Jjobs ‘
which relate to  my interests and abilities , 8
| 26.. getting to talk ‘with people emp]oyed\in an occupation
-~ whi¢h 1sjdnterest1ng to me > , '
. TR
27. understanding the-varfous educatfonal a}ternatéves and*~‘$g.;>:_,¢~tf~;.‘;4£: -
how they relate to me N, : . IA 9“'!;:L7 I NS A SPRE
28. getting actual. on-the-job experience ‘to know what it is
. -1ike to be employed . ‘
29. developing a,skilf Jthat will help me earn money 5
30. knowing how' toeinterview and comp]eté-en app]icatiog'for: 1 1
' ajob A - y - ¥ .
PR 1 . .
31. knowing'where to sta[eépookfng for a job 4((/f/
- 32. finding -a part-t1me job/wnile in schoo] ' o
' 33. finding a Job after-gr#duat1on T :
3 othert Lo .o
- . | N .
- | v B .
\Y . P
60 - '
) 60 L
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RESOURCESw-G9AL, .

4

" This section of the program 1s:designeo'to help you o‘i&sct,

eva]uate(\and utilize career gu1dance resources in an organ1zed manner.

’

The text suggests systematic procedures, and the appendices conta1n

various too]s for resource acqu1s1t45n.

, ,.\ . ] o ’ . ) ) * ‘e ] ’
T D } ) : ' OBJE'CTIVE'S ) I - .,
. \ N el ¢ t '

L“/ On comp]etion of th1s sect1on of the program;, .you will buﬁab]e to

| 1. Describe career gu1dance resources ava11ab1e in your 1oca1

setting. ' B |
2. P]én*strategfes for acqu1r1ng new resources " | a“

3. Eva]uate any resource using th Career Resource Evaluation Sheet.

4, Ut1]1ze a systemat1c p1an to identify appropriate resgurces for

a given activity. . - ﬁr??v,v- R
- om0
. _ .
1. Co]]ecfion of resources . N 1
2. Evaluation of resources ' ' e

) L. A
\ 3. ~Utilization of resources . |

< 5 4. Summary

SIS S

/1
*é
G

[




. stouncas' ’ L
Ever have the daydream that you«ve won the “"grocery

sweepstakes“? That's the deal where you re given one hour to .,
- fiNl.as many grocery,carts as possible with all the food you
can carry What would you pick fﬁrst--what costs thé most,
what your favorite food 1s what you don't have a1ready at
home? It. would pcobably be smart to have your strategy a11
worked out, Just in case. cees As a matter of factﬁawhen 1t

comes to gathering up. anything. it he1ps 0 have a-method gﬂ'

~

your madness. A

Develop1ng a method 1is Just what this sect1on is a]] about.

We are all aware -that career resources are. out there. " Now

that‘s good news, and that s bad news. The, good news is thdt \L

resources are an 1ntegra1 part of any program and are very -

-

,necessary. The bad news is that w1th so much varied mater1a1

-

it can be d1ff1cu1t to know what to have on hand, what_to
d1tch, and, chardest of all, what to spend money .on. What we
need is a systemat1c way to'col1ect. evaluate and utilize

‘resources. o S ' L

v

S 1,
d @

1

. Phase I--Collect1on of resources G %w;/)y(‘ :
o Phase I 1nvo1ves col?ect1ng resources ~whick consists

pr1mar11y of three steps. the first of whiéh is assess1ng and

wr1t1ng down the people and th1ngs that are ava11ab1e to you.

\

A method. o
your madness



; " R ., . -:"\.v‘ . ! / ‘

', STEP 1 Assess and inventory

existing resources in your setting.

. . L ‘-
."'

Uow. once’ you know whar you have, you re usuaHy pain- |

—fuuy—aware+thaHou—haven~t——So—you—next have to—iden,ti fr

what you need L

L .

_ STEPZ Identify needed:resources.

PR . . et

N

. ;;L, This is a subject upon which generally everyone has an

opinion, so ask around Ask students - Look at your students

needs assessment and find out the sub;ects they want to exp]ore . :

_If kids are saying ‘they want help in exp]oring alternate Tife
o ‘..‘ sty'les, f7u might wf t to get a copy of I was A Tee age

¢ .

sk f gi Since they are often the dehverers of
. N
-career guidance in the c]assroom, -they wiﬂ express a need for
certain materia]s As any se]f-respecting English teacher

L wi]l te'l'l you, you can 't survive without a dictionary

| | Md don't’ forget the man on the street AJ the .
 comment '.'.___.*'!. f°" their Suggestions Parents in pjicu]ar wi]]
_'~hav{_)'ested interest in materia] re]ated to career education

" 7“5’outcomes for ‘stuc

'_"’careUsources o
. | i v, ’

Consider, too, that there are standard references fin

So'licit t-heir 1deas about needed E a

?career guidance ‘(For a he]pfu] hsting, see Ap‘pendix"A )

& .,.Take a ‘look at these accepted references. Perha‘ you se/e

something you \)ust can t go without any longer may also -

REFENG

Who to asks

 Standard

references

AT




o u be p]easantly surprised to see how many standard 1tems you\‘
already h“i - AR

~ Now that,you ve separated the “haves" and .the “have

:;3; nots,. you must Took- into your crysta] ba]l Try to envision

;;”__uhateresources ui]lube usefu] in the future and howryou will

acquire them. ' .- -
; 4'\3 © .. |STEP 3: Deveﬂop and acqu1re -
| R new resources.. ' | )
-e. l’: . .- . L/.' - | \_ |
. . \ . . PR .. P o . , 4. s
- Sources to be tapped shou]d include fgggggy, Breathes

there a teacher who hasn t had a mu]titude of summer jobs
often faf'removed from h1s/her teaching dut/esj Survey your _
facu]ty for information about staff members who can. proV1de ]
role mode]s and/or tra1n1ng in unusual skill areas. |
| L1kew1se, the commmity is filled with unto]d number's
4of‘knd1V1dua1s work1ng everyday at the1r jobs who can act as |
: reﬁources. Persona] contact with them is. the fbo]proof Way to
) gg30]1C1t thefr assistance., A letter fo]]owed up by a te]ephone
;". cal] is. probab]y the most effective approach to finding out _

who 1s wi]]ing to he]p and how.”

rﬁi;f?the 1ength~to which- the amnmmmnaz publtshera have gone -
to produce materia] on career gu1dance is evident in the- ,n'

numper‘%f brightly colored promot1ona1 pamph]ets and ‘brochures

1

“th?fgggba’in‘your mai]box ecch day. Pub11shers are def1n1te1y

L 4
source*m%f new materia] Just remember the words of your

favorige Lat1n teacher, CAVEAT EMPTOR' And in case you're
- \ .

Strategies for
acquiring new’
‘regources

Commereial -
publighers



. L . . _
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.
o

masocﬁ;st1c endugh to-want to contact any of these peop]e,.

) there s a 1ist1ng of commercia] pub]ishers in Append1x B

On a national lTevel another resource base 1s the ' ? i

Eaucational Resources Informat1on Center (ERIC) ThTS system ,

‘ constitutes the 1argést body of educational 1nformafion in the

pub11c domain Mithin its fineTy indexed system ?s a wealth

‘of career materials, resources and act1V1t1es For mord

iffformation about how to use ERIC see Append1x C
LN

If you have fo]]owed these steps re11gious]y and now" find
yourse]f up o yodv armp1ts in. books, games, films, m1cro§1che,
cassettes, f1remen, 1awyers doctors and’ Ind1an ch1efs; ou

had best move on to the next phase.

]

. -

# . ' .
Phase II--Evaluation pf resources

. A

A recent Gu1depost ran an art1c1e 1dent1fy1ng character-

istics of the gifted, one of Wﬁ?ch was a penchant for

co]]ecting things. So, now that you 've eawned your genius

rating by ce%iect1ng everything about career guidance not .

' nai]ed down you must cons1der those measures necessary to .

Ama1nta1n_qua11ty resources. To aid in Just such a process,

\
the Office of Career Education commlssroned a proaect to

- . '

design 3 systematic approach to'evaluating career education .

material. That project's authors were -quick to recogniqe?
| e

A}

AN

.
%




P ‘Eva]uating materiaTs is, of course, a subj,e tive . - . R
‘task. > The evaluator.(asséssor) interprets:tepms, o B N
~regardless of definition, on-the basis of jifs Jwn & .

. background and professiona‘r training as well a¢. IO B S A
.+ - his own view of what is:"best” in instruction in o o
- his locale. This is .as it"should be since career .. ' /
A s.. - education as a curriculum thrust can only be e
e viable Inacgiven sitiation i1t contribut?s to - )
. ' that wﬁich the Tocal pa]g]emecide is best. B T
! Out of this reaHzatfon comes a six-step. system of evaluation . .
of materia]s o L i S y
. 1dent1f1cation y oo T ( el e
2 qua],ity'g- o S o | . : ' Systemtié -
' s ' o > ' '+ evaluation
N 3. spec1aT c0nd1t1ons for use ‘ o - A e RS
. . < e m . . . x J‘..' l - L
4. copgent’ b1as . ay ‘ (. ;f \ 8,
T s, .-research data prdﬁ&é‘d N j( B e
N ,6“.' summary eva]uat1on " Lo -7 ] :
From these §ix stébs comes the Careez' Resou.rce _vaZuatzor’ ' . ' -
: ' A
. Sheet. Th1s eva]uation for:mat can be used for books, fﬂms, N
people, computer programs the Bureau of L\bor Stat1st1cs, ) N ' ’mj "
' ad tnfmtwn Its function 1s to prov1de you with a systematic Sy
’ means of eva]ua\h ng\a resource No.. materia“l is hkely to - a‘
rate a perfect score (100«) but any resource wh1ch can generate p - B
a 60 is- wortm considermg. If you 11ke to compare resources .. . ;oL a
~ by score, yoy “maybe have found an aid to pr1or1t1zat1on for your ' C vy
: budqet... Use your imag\nation.\ | - o - |
,' ‘ A - . ( R . o ) ‘.;;e: B " ‘_" -v
. . vQ-;‘ l\ . .‘ . . ‘.._, . e
. Tpeat, Marwick, Mitchell and Co. A systematic ‘approach‘-!‘ / Ao T
™ to evaluating:-career education materials at t Tocal -level. oY
' ' v, D.C.: Office of Career Education, 1974, p. 2- -3. N .
Reproduct1on Service No. ED 109 381) . :
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Activity 1 Rate tﬁ% Resource

This activ1ty provides you with a written evh]uation N
orm to help’you make dec1s1ons abgut the qualfty of a: .
‘particular resource: :

Qur task is to select a resource from our “dugout, and -
using the Career Resource Evaluation Sheet, rate the resource.

Ask yoyrself the ultimate question Would you buy N

ol \J

Activity i.i s designed to take you through'a'SYSTEMATIC-

method of evaluation -in the form of the Career Resourc‘
Evaluatzon Sheet. Now there may be one on two doubting
Thomases among you who say, "T' 11 never use this! It takes

" too much time! "I've got better things to do- than® i1l out
forms "

_Aerit in the face of a cost accountant :on your Board of
lEducation who wants to know'exactlx how you dECide.what'

{

career resources to purchas5 The results of ‘such an evalua-
tion then become a concrete measure "of your efforts

If you.are,not present'y ' personally accountable for .

aw

every penny, perhaos a written'eva}uation isn't necessary.
Hopefully, though, you will still retain a mental picture of

the major elements in reviewing resources. Going through

‘the written evaluation once now, should gtve you some gquide-
lines for your mental evaluation later .
4

Phase [l1l--Utilization of_;esourCes

Welcome to phase III! You have now evgiuated all your

El

resources and possess an appropriate collection of materials

for your setting.

Plus, yoy have the means Lo evaluate any new

% <

(o}-]

Oy

»

Before you toss this formal evaluation, CPEEiﬁ?*‘itS :

e iy :
Rate "the régourcé

>



N ]

1. ~

. . . —y
Check the apperr1ate column that answers the

quest1on - Is thziaspect of -the resource suztable

Q N a § '--
for use in my settzng’ - E , S| wNE et
. . . . _/' - o N w [V
L} I ‘ : D= < E a& Ln:
I‘TITLE . . < |z * | S =
o 8 e |G| &
-2 & | <« |a< | =~
xl Ea

AR CARKER RESOURCE EVALUAT;ON SHEET -

)

1. cost

2. 'pack%ging .

3. type:of mhterialfgteacher's mandei:'haflhook)

4. érade,'reading‘ahd/or comprehension Tdvel.

- - dse w1th spec1a1 groups, i.e. hand1capped

~%

\)‘

8. "eas11 1dent1frab1e obj ectives .
Yy J /k\

9. clearly explained methods

10. sound theoretical -base ) :

Ry

11, measurable evaluation

12. flexible, adaptab]e for many uses

-13. c]early stateg, nstruct1ons for success

14. staffing needs {teacher, counselor, other?)
. i .

15. physical faci]f%ies spetial equipment

16.~ stereotyping sex roles

17. racia]‘*ethnic, re11g1ous bias

18. job deniqrat1og

19. statement ‘off previous success of material
s s -

20. awareness of future trends

Total # of checks in column

Multiply # of checks by ------~=ue___ S -
and put totatl in box below

Add aeross to get grand total l J
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5;'5 tfynmterialnyou mg, ‘acquirsf;'NoW3 where aret%fu going to put
everyth1ng? And w_are you go1ng to use-a]] this neatly
'or:gamzed mater1a1" T A ‘;’ - EET
kgtﬂ‘ _ ‘/ At this Juncture you should cons1der a. retrteval system-

-

4" that is, a way of getting your hands on what you want when you
. \yant it, ' You should be ab]e, in a succinctfash1on, to tell

\\Q. o someone what resoﬁrces are ava11ab1e in your setting ‘and how

' to findhthem You may want’to 1nstifute.the use of a f111ng,
. ; y ) s
system;~a community resource guide, or a Labrador retriever,

~or. rev1ta11ze your photograph1c memq\y ' But do someth1ng

Don't succumb to the temptat1on that someone w111 always know }
- 7

\ . Wwhere almost everything is. Such Zazssez fairg, approaches have

¢

-their on]y use was at ,the Jan1tors coffee break when they

i

p1ayed/tac tac-toe f" N S k\ Te

So, g1ven the ab1l1ty to re¢r1eve mq'&r1a1 where do all
g,
these resources fit 1nto your career gu1dance pf%n’ In xour R

Cm

3

. ’-sy\temat1c approach to career gu1dance, you have already '
’ assessed needs, developed goals and performance 1nd1cators In

[ 4
add1t1on you havezbegun to identify 1mp1ementat1on steps for
- those 1nd1cators For every 1mp1ementat1on ytep you will

: ﬁro\ably_need a RESQURCE or tw0/’ As you mentally tick off who's

do1ng what with wh1ch‘mater1e1s you are ut1T1z1ng ‘resqQurces.

3

Systematically, youretasks require you to:

- -
.

rd

led to the storage of overhead proJectors in bo11en rooms where.

Retrieual.systém

'S
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Select people o
Select meterials ;

Select physical facilities
S .
and eguipment : .

e

«

A breakdown of these tasksF is found in the Resource Diamond

S . The purpose o
. fj" systematical]y

© . |indicator sel cted.:
. q;this attivity )

‘ Using the task apalysis disptayed in the .
¢ .|Diamopd, youb task wi’

Besource 11
1. be to 1dentify resources for .each of
..:{the imp]emen tion stej

on the fb]iowing pag o . ',, .
R T | .
l actiy ——

ivity 2- Resource U‘k]izatibn g

f this activity is to give you practice -
ifying resources to be used.

s you“have outlined for. the performance:
Use the fbrm on page 74 to complete

, .
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SRRV E RN o Sy ; '
LT e : " a IR
CMEMLPER et dshre, g PEOREDAOD | Wjere dreans
mhwwmemem, e TN - aremade.., o

no matter ‘what you do D o I Co
N ot \\. S s an Qg\“ . . 'l\' N | ‘ ‘
SRPRVINE v | Bage o N »~,};‘ oy s
EEIRURE %ERIALS o TR
. o ' s . » .”':-
- - . . : , "'* '
examine materfals in ?Elatlon to physical need Af. ~consider any totally new resources \

<review standard refeﬁences for possible new’
cquisitions

decide on space necessary $ ‘ b;ai:;:o:ga;esource needs fron. ‘the fdea
R\
N o .
R 4“dﬂﬂwwsmwtmwwmh&d
"p ‘}@ . . |
o ammET AR
e | B s e

-identify kiowledgeable, avaitable
persons

. When heading for home,
realizesthat 2nd and
3rd could be reversed (ﬁ
the process depending on th
l1mrtations at home,

\/-/

(}

-identify available persons

\

\ * Being op degk Mledns thinking
I~ about what outcome you want to
effect when 1ts yqur turn to bat,
Remem?er you won't always hit a homerun,
mes it's fore important
gﬁst get on base.., HOME PLATE. .

1

-.review existing resoufces in your setting ‘

"'-mmﬂwkmmwwwkpwwm' | | ?4



T < '« RESOURCE UTILIZATION .~

- “ . . .
3 o Yy .
e A - . . p
.511& l\ - - .&, \ . \ ;
: . - 0.'.-> T - . X‘\/ﬁ | - - - —rr=
 GOAL STATEMENT NO.  : - . ) ..
. - =y —— ' H . ' B ‘ . 2
L ~ 3 oo . . - . .
- ‘L'M; . .. P , . . ) ‘ \ R . A ‘ .
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Summary _

~So now you've learned how to co]]ect, evaluate, and
systemat1ca11y choose career resources Now you. know eJEry- .
thing, right’ WRONG! Why' you 're just catch1ng up In

MK

anothervth1rty seconds, you'll be'teh1nd aj/)n. Oops, ,too

late! With the fast pace at which society/clips along, .

resources aré constantly becoming dated. That's why it's so

important to be prepared for the future.

L b )
*. % Granted you may well have mastered current 1nfonmat1on--,
" but how 1ong w111 1t last’u;At somg'porﬂf’you w111 want to

"renew your know]edge. Natura]]y,,you 11 want ‘to approach such

<

n_a'renewal systematidally. Here are a few'étrategies.to help

LS

you. a]ong the way . .w L N , ;

l) Keep updated on new mater1als com1ng 0ut monthly 1n

LY
-

- ERIE. - ' R
. , . . , o
2) Contaét your State Department of ‘Education periodi-

) cally about—pub11cat1ons .d ' . 4

“ﬂ3§ Get .on the mailing list of the organ1zat1ons wh1nh ‘
reﬁ}ect new_ trends "in the field.
4) Go to, conferences, seminars, workshops Check out
fl new ideas you hear about. I X Q\
The_importaﬁt thing to rentember i§ to be awagﬁ. Changes,are
takihg place all the time. Nhether you wah;)to’ass;milatef

those changes into your prggram or not Wi]l depend on your

» * ‘.

» N » - ’ -: A -
. system tic evaluation, and you car't eyaluate what you do not

know. L8 ‘ : L
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you and say, "Hello,aren't you my son's counselor? Has
he talked to you about going to Mars to study next term?" o
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- : I "APPENDIX A--STANDARD REFERENCES ' "t
N _ From Career Resource Center: A Handbook for Implementation - ED 112 213
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’l . . . o ' ¥ . . R .
CAREER INDEX. Chronicle Guidance Publications, Inc., Moravia, New York.
13118. Pub]ished annually. $11.008 .

¢ Lists free and inexpensive literature by careers and aTso
by organizations that publish that literature.

EDUCATORS GUIDE TO FREE GUIDANCE MATERIALS. Saterstrofn, Mary H. and o
Steph, Joe A. Educators Progress Service, Randolph, W1scon51n 53956. -
Published annua]]y $8. 75 , \_

Sources of free films, filmstrips, and pr1nted mater1als

. NGVA BIBLIO RAPHY OF CURRENT CAREER ‘INFORMATION. Pub]mcat1ons Sales, :
' American Pefsonnel:and Guidance Association, 1607 New Hampshlre Avenue, -y
, " N.W., Washi ton;r\D C. 2) 1973 -$2.00 . -

“

Very  good 11st of available literature arranged‘py
careers. [Each.listing is evaluated according to NVGA.-
. . standards and vocabulary level. ° A secand part describes
- and eva]uates ‘career films. ot
_ OCCUPATIONAL LITERATURE: - "AN, ANNOTATED" BIBLIOGRAPHY Forrester,
- ‘GefiFude. H’W“—NT}sonreef QSDqUnlnenslty Avenue,. Bronx, New Y0rk
© 0 10452. 1971 $15. 00 )

‘Excellent source for starting an occupat10na1 11brary
Material ¥s listed alphabetically by_pccupatmon with
asterisks by some to indicate bettér quality. v

,SEN#gﬁ\HIGH LEARNI RESOURtES FOR CAREER EDUCATION.  N.J. Occupational
Resourc Center, Bui ding 871, R.M.C. Plainfield Avenue, Edison,,
* New Jerggy,, 108817. 1 73. $1 00 (Jr. High and E]ementary ed1t1ons
also ava11ab§e for $1. each) /
- Very handy list of a- variety of ra.lurgezrranglng from
simulation games tp films. Inc]udes ordering 1nformation
. 'and annotations

CAREER, EDUCATION NEWS. McGraw-Hil1 Institutional Publications, g30-
West Monroe Street, Ghicago, I11inois - 60606. $30. 00 for anh_a|~

subscr1pt1on
T L 4

|- Newsletter published twice a month from September thru June.
’ - L4 . . ' 1
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. BARRON'S GUIDE‘TO'THE'TNO~YE§!.%OLL . ,
: Series, Inc. 113 Crossways.Park Drive, WoodHury, New York 11797, -

1972. $3.95. , R
" . OCCUPATIONAL PROGRAM/SELECTOR. ‘(Vol.2) 1973. $2.50
Y Vo]ﬁﬁé'];pr&Vidﬁs information on 1230 colleges.

.  occupational program #ndex. )

- Publishing Company, Chicago, I1linoisv .1970.. $44.75 f

ul&”; 7 ‘.
N N ‘ L

' COUNSELOR'S INFORMATION - SERVICE. B'nai B'Fith Career and Counseling.

. Services, 1640 Rhode. Island Avenue, N.W. Washingtor, D.C. 20036;
$9.00 for yearly, subscription.

A quarierly annotated bibliography of current-céreer.ahd \;, v
. ‘educational™Hterature, - o

. .

INFORM., National Career Infdrmation'éenter; APGA, 1607 New Hampshire

Avenue, Washington, D.C. 20009. $15.00 per year for APGA members and

$25.00 per’ year for ngn-membets.

v

i‘ 'This monthly neﬁs]ettebﬁidentifies?a variety of sodr@es for
B . A

free*and‘inexpensin career information.

3

THE' PERSONNEL AND GUIDANCE JOURNAL. American. Personnel and Guidance

Association, 1607 New Hampshire Avenue, N.W., Washington, D.C. 20009.

20.00_per year or included in membership.. - -

These monthly issues contain a section that includes reviews o
of reqent}y published professional materials. = - \ V7
THE VOCATIONAL GUIDAN&E QUARTERLY. Natﬁona1'Vocationa1 Guidance’
Association, a division of American. Personnel and Guidancé Association,
1607 New Hampshire Avenue, N.W., Washingtor, D.C. 20009. $8.00 for-
yearly subscription -or ingluded in membership. c
. L

Each qharterfy,issue contains an evaluation. of gurrent. o

~career information. Very helpful fon.updatingqurposes.“:*_

- . ' . v @
e | "OTHER USEFUL SOUNCES PN
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¥, -Volume 2 identifies two-year.colleges through an

J.G. Ferggton ’
or_;et of five

GAREER ORPORTUNITIES FOR TECHNICIANS AND SPECTALISTS!

or:$11.95 per book, < . : ~
oLt v T ‘ : '
~Set includes: Health Technicians; Engineering Technicians;
Mdrketing Business and Offi pSpecialists: Community Services .
<. , and Relatéﬁ“Spétia]f§t$+«ﬂﬁ§ghgricuttura1, Forgstry, and
, Oceanpyraphig Iechnffig’s:, Highly recommended. - Particularly

o ,. \J" . 3 3 ~
A . R . »
- A . » \

EGE. *-(Vol, 1) Barron‘S,Edué;tional o~



- CAREER NORLD Curricu]um Innovations, In¢c., 501 Lake Forest“Avehue, .

+to one a

~Washington, D 20802. . -

—

v ] . H ; 2
. »‘I . ..

reIevant since many,aobs in the fupure will requ1re Tess

o mthan a four-year ‘college danOma but more thap a h1gh

’

school d1pIoma ; ¢¢

H1ghwood3 I1lionois 60040. 52 95 per copy per year. (m1n1mum 15 orders
d .

ress.) Ty

Exce11ent period1ca1 pub11shed monthly during the school _';.‘
yﬁar for sécondary sé¢hool students. Contains. interest1ng -
t1c1es on a var1ety of careers.

I's

CO”PARATIVE GUIDE T0 AMERICAN CGI GES.. Cass, James and B1rnbaum, Ma§ .
r'per and Rows? 49 ast 33rd Stregt, New Y‘ork, N.Y.. 10016. 1972‘” \
$5.95 . _ N e

L3

v.. Very helpful source for ‘basic 1nformat1on about four-year
d coIIeges across the country.

2 &
COMPARATIVE IDE TO TWO- YEAR‘COLQEGES AND FOUR-YEAR SPECIALIZED

.SCHOOLS AND ‘PR@GRAMS. -Cass, James and B1rnbaum, Max. . Harper and Row,
49 East 33rd Street, New York, N.Y. 10016. " $7.95, for hard cover and
$3 95 for paperback . ¢ . » ¢

Part1cu1arly usefu] for 10cat1ng programs Jn such f1e1ds as
. Art, Dance, Theater, etc.t ,

CONCISE HANDBOOK OF OCCUPATIONS J. G Ferguson PubT1sh1ng Company, .
Ch1cago, 1111no1s ’ 1971 +'$11.95 _ s 4 .
R N ) y ' '
Qhort job descr1pt1ons of¢400 occupat1ons -

\

DICTIONARY " CCUPATIONAL TITLES. 'U.S: »Gove"ﬁ"nt Brint %ﬁg Ofﬁc’e,

‘FG‘

. Vol..1 Def1n1t10n of T1t1es, 3rd Ed1t1on, 1965 $t§§B gg?é

Vol. 2 Occu at1ona1 CJas 1f1cat1 and Industry Index B
\3rd Ed1t1onf 1965.- $4 Q\\ T

Supplements 1 and 2.- SeIected Character1st1cs of 0ccupat1ons
by Worker, 1966. $2. 75 ‘Traits and PhysreaI Strength 1968

$1.25

X - e [ -; - '5_“ P: 5 23 ,\%
"Training Manual. 3rd Edition, 1965 Part & - 25¢: fﬁ,t?ﬂ{ ’$1 75
Necessary reference 1f 11terature 1s f11ed accord1ng to the. .
DOT code
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JOB GUIDE. FOR YOUNG WORKERS. - U.S. ‘Government pr1n£;ng50ff1ce,'wash1ngton,

D C.. 20402, 1969. $1.50

Wﬁ AN

Prov1 s an overview of occupat1ons in'a concise and eas11y

/__7 peadab format.’

JOBS ' FOR NHICH A COLLEGE EDUCATION IS REQUIRED 10¢ )
" JOBS FOR WHICH A HIGH SCHOOL EDUCATION IS. GENERALLY REQUIRED " 10¢
-JOBS FOR WHICH A HﬂﬂlSCHOOL'EDUtATION IS PREFERRED BUT NOT .

ESSENTIAL. . 10¢, - /

JOBS FOR WHICH APPRENTICESHIP TRAINING Ig;AVAILABLE 10¢,

JOBS' FQR WHICH JUNIOR COLLEGE, TECHNICAL

" TRAINING IS USUALLY. RED
hwash1ngton, D.C.. 204 )

L - in the reference section or p]aced in literature racks for ¥ .
| "w,, ~ -Students to browse through and Keep if desired. . ‘ CF

N

" These pamph]ets are very helpful when look1ng at JObS 1m
terms of the educational requ1rements They could be kept ..

NSTITUTE OR OTHER SPECIALIZED
10¢ U S Government Printing Office,

B

LOVEJOY'S, CAREER ‘AND VOCATIONAL SCHOOE: GUIDE- - 4th Ed1t1on 1973.
* Simog and Schuster, Inc 3 630 Fifhh Avenue, New. York N.Y. }oqgg.ﬂ ¢

$7.95

’

f L1sts schooﬂs that offer tra1n1ng in more than 250" careers.

LOVEJOY'S COLLEGE GUIDE. S1mon and. Schuster, Inc ; 630 F1fth Avenue,

- New York :N.Y. 10020. $4 95 .

* Provides the reader w1th a nat1onw1de list of two-year"and four-
year co]leges Also I"QiPdeS an academ1c program Andex. .

OCCUPATIONAL OUTLO‘R HANDBOOK.  1972- 1973 Ed1t1on u. -S. Government .
Printing Office, washington, D.C.. -20402, $6.25. D

. <-An absolute must for a Career Resource Center Mu1t1p1e copies-
. ~sh9uld¢be available. _In addition to the HANDBOOK, .the ¢

"+ Occupational: OutTook Reprint Series can be purchased.- for $16.55 ° ‘

and the 128 pamph]ets can be stored in the occupational f11e“

For faster serV1ce try order1ng through the regjonal off1ce

*of the Bureau of Labor Statistics. The New York Area Office .-

I'd

OCCUPATIONAL OUTLOOK QUARTERLY.
D.C. 20212 $4.30 per year.

v

s located at 1515 Broadway, New York, Y. 10036. <ot ".i' N

'Bureauhof Labor_Statistics, wgsnTngton,

-

A neces&ary,compan1on to the, OCCUPATIONAL OUTLOGK HANDBOOK

ON THE Joe. J G Eerguson Pub11sh1ng Company, thcaggb I]]lnols 1970.

© $7:95

.
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A co]]ect1on of 65 jobs discussed by 5ctua1'peop1e perform1ng
. that job...They are written in the'first person and include .,
. . insights 1nto the 1ife styles involved as well as the daily
. work experiences .

PROFILES oF AMERICAN COLLEGES. Barron~s Educationa] Series, Inc., =, .+
. 113 Crossways Park Drive, woodbury, N.Y. '11797 $5'95; —_—

Reference bobk that provides a thumbnai] sketch of four- }( . -
‘year col]ege;gyisted by state. L %& S

. SELEETED HEALTH CAREERS‘ﬂN NE“ JERSEY.’ D1V1s1on of Plann1ng and Research,

Labor and Industry Building, P.0;- Box 359,»Trenton, N.J. )08625 1973.
 Descriptions of health careers with 11sts of 1nst1tut1ons that

' . %, provide preparat1on within the state.

TRADE AND TECHNICAL SCHOOL DIRECTdE?’(NORTHEASTERN UNITED STATEs)
cghr8n1c1e Gu1dance Pub11cat1ons, Inc , Morav1a, New York 13118 - 1971.
3 0 : . R Lt Y . I

v 2

'LiS and descr1bes trade and technqeal schoo]s in the
_Northeast. Aﬁso prov1des an 1ndex to majors.

' YOUR JOB AS ‘A -REPAIRMAN OR’ MECHANIC R
- 7., THINKING OF, AN. OFFICE JOB? . : R . o
- FOREIGN LANGQAGE& AND L'\rou;z CAREER. . . . - . .
SOCIAL SCIENCE AND YOUR CAREER ._ LT e T
.BIOLOGY- AND YOUR CAREER . LT
~ SCIENCE AND YQUR CAREER ) . IR o
" LIBERAL ARTS AND YOUR CAREER ; N , _
- ENGLISH AND ¥GUR CAREER ' S S , A
"THE OUTDOBRS AND YOUR CAREER ) - - ‘

- - U.S. Department of Labor, Bureau of Labor Stat1schs, 1515 Broadway,
New York,- N.Y. 10036 - 1972 S1ng]e copies free
&,
These 1eaf1ets 11st occupat1ons that relate tg various _
- disciplines. “hinformat10n for ordering the.Occupational-” !
'« Outlook Handbook repr1nts is-also provided. The leaflets

¢ ecould aeither be kept.in a reference sedt1on or .placed 1n : %
. 11terature racks for d1str1but1on : _ o Lo
, P ) . .
i’ ) KI15 AVAILABLE S L
= a7 ‘ . . . : RN

QCEUPARIUNAL £Ari ORATION K1l SClence RKescdrth aosoclales, Lud "
259 East Erig Street, Chicago. TL¥ 60611.-° 1972 $1€3.35.

e ‘ .

A



. ). . . . . - i L ' .
This k1t contains 400 occupational brie’fs It also has an ‘
~exploration program that allows students J0 answer wuestions
about their educational plans, word ability, math"ability, - -
" And tnterests. . Using overlay cards, numb2rs appear that ,
w\ the answers an@'efer to some of the 400" briefs dn the '

'.k1t ) | o

OCCUPATIONAL MICROFILE. Chronicle Guidance Puthations, ‘nc'.,, Moravia,'f-,
- 13118, $60.00, Updating Service,. $41. . -,

-

»

A microfﬂm edition.of the Chroniéle Guidance Briefs The

information appears on .microficherwhich are fled in a small
. metal box. Nhed* &ed with a microfiehe readér&-printer,

students are amto xpr'uce their own career briefs.

"Guidaﬁce Puincat1ons, Inc.: Mbravia,

™ -

", OCCUPATIONAL vrswoscxt “eh L”j"
DNY. 13118, 1972, 335 .00.

o An expToration kit‘that soHcits responses *in the following -areas;
KO B interest, temperament »edicatéonat plans,. physical, demand, etc.
.l’.a?j Using overlay. cards for thejr’ answers, §tudents recewe names .
. ~* of suggested’occupatwns to explore L .
‘ N -

i) l‘LL,ED CAREEIQS KIT. 150 tareerlbmefs and job gu1des,_ $45 00
\ '37:L CAREERS KIT. . 150 carger briefs and sumaries, $45,00.

T BUS‘INESS CAREERS K. - 120 c reer briefs and summar1es,r$37 20. -

-;g;ENCE AND ENGINEERING ¢ ;EERS KIT... 120 careen briefs and summariess R
}.' : '. A . : . ‘:uv .

a'HEAlﬂ'H tARERIZLKIT QIZO‘career brie.fs and’ sunmarles*, ,$37 20

REERS KIT. 550/career}>r1efs and sumnaries, $81.00." "
Ty o

>
Y

TN

i,:- |

pgorqssIONAL
tareers, Inc.. B, 0 Box 135 Largo, Florida

& The above k‘its can be purchased separate yoras a pack-age .
. The prices include ane year's subscriptlo s the updating
3*;’ service.- After the first year, there 1s a fee for updatmg

-

'VIEH-VITAL“ INFORMATION DUCA]'ION AND NORK. Central Jersey Industry
'Education Gouncil, 71 Ma treet, woodbr1dge, New Jersey 07995 :

$50.00. (325 00. per year for updatmg )

‘ .." A set of aperture Qa}s that. describe 99, occupatwns that exist
;,- " .'in’central New Jerse Some of. the. mformatwn wou]d appty gnly
e to the. job as-it exists. in..this geographic" regmn\(Somerset nd

RSN _"Middlesex Couynties).. Since the information. is on microfi e, b

. e users musp have. access to a. ;mcr*oftche reader The set ifaex- -~ 0,
[ panded eve!ry year oo . S Co T m
T R e ’ 4«" T L m e
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N S APPE’IVDIX B--COMVE’RCIAL PUBLISHSRS.
| & Excerpted From CORE COUNSEw CO .ENCIES— ED 128 757

L'

- concerning occﬂpations .Information about government pubHcations of all
| .kinds may be obta'ined by . ordering themont‘nTy catalog from the Supt ) of
' Bocuments, u. S Government Printing Office, washmgton, D. C.- This )
- cata]og hsts"aﬂ\ “the mater'lals pubhshed during the nrekus month. Ard s A
"‘/ N A'.a‘l ternate method of obtaming most information pert1nent to. counselors
~ 1s to ask’ 'to be placed on _the mailing hst of ‘the agencies which pubHsh

the bu]lg of federal occupational literature.: These agenc1gs 1nc]ude the .

Department of: - P ::
- Agriculture L - U - 1 /
- Defense. " ; R o " -t
.. - Health, Educatwn and Welfarg " e : '
- .-~ Interior . ¢ LR .

Labor (source of fme {hctwnary of Occupatjon TTtles a@ the
0ccupat10na1 0utlook Handbook) '

- State ., ~. iy
T - Treasury ' R : .. .
. o4 = Civil Service Comnnss on - o - .
. ¥ x 4™ National Science Fouridtion :
. ).z National Aeronautics and Space Admmstratwn
g 0ff1ce of Economu: 0pportun1ty CT

IR State jenmes TheﬂsourceSvad: the state leve]lhmh would probab]yl
. g
prov1de the’ greatest amountvof 1nfor'mat1on would b'e tﬁe Dspartment of '

Pubh&;‘mstruction and the State\bnployment Serv1c‘~ ;o

- ° .
- . L3
o t

\’f _ Comermal Pubhshers The follomng compa’mes pubhsh subscnp- e
' t1on serv1ces or series of monographs, pamph]ets or books’ wh1ch dea'l R ,‘
. . " ¥ - : e ‘73%’ 7 ‘_,.-.' i S
N - S mth career*mformatwn L, o v_--", R R
_ St Benmen Pubhshmg Co > Box 172 Cambmdge, Mass. 0?:138 o oL
LR B'Na1 B'rith Vocat1ona1 Serv1ce, 1646}‘ Rhode I,§1and Ave-' N W. ,f | B
T ’ washmgton, D.C. 20036 /— T T -
L " o N ) .- . . ".' . . ‘3.' \qq f ~ R ‘ j_ ‘. e
R ; ; Ve 2 » - .‘ v ol
% ™ - « a o ® & .
. - 3 . . SO 8 T
y : ~ ) ‘ __“?/ “« 83 ’-.- 84 - . ' 2 13
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. ® ¥ " g" :
-2 Careers. l.argo".f ..,;'3354&) . ', T o
. Chroniclé Guidqnce Publications. Moravia. N Y. l3ll8 | .
) - Finney COmpa‘mg./ 33§0,Gorham Ave. , v Minneapolis Minn. 55426 »
Ay
- The Guidance‘:entr'e. 37l Bloor S't M., Toronto. Ontario. Canada
S Igstitute For Research.,¢537 S. Dearborn St.. Chicago. . 60605
& - Ju‘a‘ian Messner, l Nest 39th ‘St.. New York. N.Y. l00l§
i\ N Pensénnel Serviceil? Inc.,-Box 306, Jaffrey, N.H:
- "- Research Publishing Cp R Box 1474, M‘adison. Wis. 53701 _
- Science Research Associates. Inc .y 259 E Erje. Chicago Ill
60611 S .
- Vooa(i)‘.at]);al Guidance Manuals. 235 East 45th St » New York. N.Y.
‘- Hestern Personnel Institute, lOth and Dartmouth, Claremont.
Cal'lforni s e '
O '_ Trade A ademy Press. 50 E. 42nd St., New YorlggN Y, 10017 -
.’_ -...
r\is referred fo \the books Career Information in
4 Couns lin and T aching by Isaacson. Allyn and Bacon. l973 T
) : ervice in Guidance by Norris, Zeran ‘and Hatch,.*[land h |
_ Mcnally. l973. and PersonalizinLInchrmation Processgs by lis &
| Hollis. Th,e Macmillan COmpany"' ¥l970 for comprehénsive listings .of
: sources of printed infol;mati.on,. P L o @
¢ v .“'.!'ﬁ v‘i
. . R -' .._'_\’;_'_.‘ ) ‘ ) '. :' \: - "
. . ' ( :’. C .:. ";' a: *) ;
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» ERIC means Educ
C produces a.‘co Q : ocuments relating to
811 facets of educatinn. \ ' .
(W

- There is a wea]th of information about career guidance 1n ERIC

v

o~

- You can use the ERIC sys} by going to any institution which has an
.ERIC microfiche collection. (A listing of locations of ERIC colﬂec-
“tions 1n Michigan .follows.) .

- Bo‘to the ERIC co]]ection nearest,you and ask- a 11brar1an to show
s Yyou .

1) the Thesaurus  of ERICXDescriptors =
- 2) the Resources 1n Educétion (RI-T—Tndex

‘Check ‘the descriptor "career education". (It's on page 30.) . You can '
descrfbtor to ]dok up documents about

- The Thesaurus lists’all ‘the wos:s dy which ERIC documents are 1ndexed
t

use any of the words under tha

career education in RIE. \ , ,
- Now go to the RIE. There are moi thly editions (they re sk1nny) and
“there are annual ed1t1ons (they e fatter). RIE's have a section
"called document resumes and a section.called subjéct. index. Look at
the top of. the page in the-RIE until you find the subject index.
Your subject is career gducation. | Look for it in the subject 1ndéx .
Under that subject will be a 11st f titles and numbers that look.
similar to th1s . .

Career Information Center‘\ St ff Roles - - -

ek \ ED 127 461 ¢ o

You cangagad an abstract (summary)- of, that article by looking in the

front p! of the RIE in the dotument\?esume section for the -ED ’
1

‘number 7 461 or whatever numbbr you\choose

"~ If you like'what you read you may ‘want to examine the entire document

-are located e will either show you how to retrieve -the microfiche
or_she will-get it for you. In either case the only information you

To do -this youggill have to' ask the libE;r1an where the microfiche
will need is the ED number

3 \ . s "\

- Although allt ERIC documents are oh m1crof1che, ibey can be. ordered as
paper cgﬂies Ordering informat1on is a]Ways in the back of the RIE
\/ l

- Th1s searchnng process can. a]so be done on\computer but that costs
still- more money. If you are 1nterested M a computer search, wrwte
-or cali the address be]ow;a - : ¢ _
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H & " B CLEARINGHOUSES (andoumy Netwirk Comporienis), -
. . ' ) * AT . "‘
— . ‘ - - _. )

. . . . . . : ) . - : l“{ . . . ; .7
- The ERIC Clearinghouses ‘have responsibility within the network for acquiring the significant Mucationa® literature -

within thqir' particular areas, selectifig the highest quality and.most relevant material, processing {i’e.,~cataloging, indexing, -
abstracting) the selected items for input to the data base, and also for providing information analy’s{i products and vaﬁious‘,’,.
user services Dased on the data base. oo L S ootk R

The exact number -of CIearinjhodses,_ha_,s__ fluctuated over time in -re'spons'e tos th&sﬁiftﬁ'\g needs of the educational

community. There are 'bcu'r'_renfly 16 Clearinghouses. These are listed below, together with full addresses, telephone numbers, '
and brief scope notes describing the areas they coveﬁl_ . ‘ . . .
) - o ).; T ’ ~ . ) a ! \ ) \ RN f
- N - ) . ‘ ) - ) - 1
. ERIE Clearinghouse on Career Education a ERIC Clearingh(')'use on Hahdicapped and Gifted Children *
" Ohio State University ' L * Council fer Exceptional Childyren R Y
Center for Vocational Education o . . . 1920 Associatien Drive : o -
1960 Keriny Road S . . Reston, Virginiag22091 P :
Columbus, Qhio 43210 - ' .. % . Telephone: (703)620-3660 - = . . LA
Telephone: (614) 486-3655 * R ""’v . to :Aurally handicapped, visually héndlcappeg, mantally handicappeg,b' v
Career edycatjon, formal and inforntsl at all ledels, ancompassing’ physically _handicappad, amotjonally disturbed, speech handicapped, " |
"*. attitudes, self-knowledga, decision-rhaking skills, general and occu- laarning disabilitias, and tha gifted; behavioral| psychomotor, and ‘ :
- Pational knowledge, and specific' vocatiomal and occupational skills; - - . communication disorders, administration of spacial education serv- -
. adult .and, continuing education, fogmal and Informal, relating to . ices; prap&{pglonend continuing education of profassional and.para=. .
* . occupgtional, family, leisura, citizan, -organizational, and ratiramant  ° profassio personnal - préschool learning and-davelopmant of the-*
v+  Loles; vocational and techhical -education; -including new subsgrofes: axcaptional; genaral ytudies on creativity. Y
zl_ona’ tislds, iwust;rial arts, and vocatlon:a‘l"bhabilltétlon_for_tha - , o M 0 T mE
_ handicapped. - i S © . . ERIL Clearinghousze'ﬂowHigherEducation pay e .
A ‘ _-. . - N f Yy ' .' w . .'v ity J‘ . 3 . .
ERI€ Clearinghouse on .Call"“l' and Personnel Services » 8:']2%1 :::"(':]igr::(l): Slrlliltee23% : R R
-University of L hléan,‘ . ® . ., . Washin '::)n D.C ’20036 " I ) Lo
School of Education Building, Room 2108 © > Telephone: (20272062597 -~ - "
+ -« Ann-Arbor, Mickjgan 48109 N . _elephone: SN _ - ~
Telephone: (34;3 9492 - - ~n " . Various subjects ralating to collage and university studants, college
. : o e . . ' . ] and unlivarsity, conditions and problams, college,and univarsity proe
Preparatiodfractice, angy suparvision_af ‘counselors at all aduca- ,  grams. Curridular and instructional problam¥nd programs,-faculty,
tional levalk fahgd. in all settings: théoigtical devalopment «af coun- ~ -~ incrivitional aarch., Fedaral- programs, "professional aducation
wpeling and gylidshga; usa and results of parsonnal precaduras such as ', *{medical, law( atc.), Jraduata aducation, university”-axtansion pro- ,
‘testing, intef}Aewing, disseminating, afid analyzing such information; ‘grams, teachifg-aarnihg, planning, ‘govarnance, financa, avaluation, "
group work and «casa work; natuta, of pupll,.studany, and adult intarinstitutiondl.arfangaments, and managemant of highar educa
charactaristics; kporw{:nal' wd¥kers. and their 'ralation to P tional institutions. - * P
planning, family consl 'ltations,‘arid-.stqgant oriantation acti *"’ - - P : .
. ‘e 3 . oy - . L] = - . r ~
i P A S E L - ERIC Clearinghouse on Information Resources . .
. ERIC CRaringhouse on Early Chiidhood Education ™ + o S')l(‘racuse Unigersiti' . forr g » )
University of lilinois . — e . . .
.+ College of Education ', - . = School of Education ‘ :
. Colleg auo s . * * Afea of Instructional Technology oy
805 W. Pennsylvania Avenue ; 4 - > 0 : v . )
- Urb flinois 61801 o ' - Syracuse, New York - 13210 C
¢ Yroana, R © .. Telephone: (315)423-3640- - LT e e

Telephone: (217) 333-1386.

.. . . . X . e 4 . . M -’ ".-u 0 -
atal  factors, pargntal behavior; the ‘physical, psychglagical,, Management, operation, and use of libraries; the technology to- /
c pare phy psychglag improve thejr opération and the education,” training, and profas-

«" soil weducational, and cultural development of childran.from birth  * A hel n
o ) “the. primary gfades; educational theory,sesearch, and, ~ Sional actwltlesocl)'f librarians and inf?rmatlon specialists. Educational
.. ticé ral the | t of r iidren.  » technigues involffed in microtaaching, systems: analysis, and pro- °
: '9"??“ ralated ttaly‘dm op?nanl of young children., grammed - instruttion- éin_lplovlng audiovisual teaching #ids and ~
C S PR . - Co techngiegy, such as tglevision, radio, computars, and cabla talevision, .
-ERIC Cle;nngl!,o eon Edumtzanql Management - Y comr_nl?ni_catipn satellites, microforms, and public talavisiop. , .
- University of Qregops B - : A ied e T .t S .
- pugeneqOre 5"(;‘3-)9;7-;235'043 D " ERIC Clearinghouse for 1§m'or Collegf™ . - . . ¢
» 25 epnone: OO : LI -. " University of California _ _ AR R
"Lsadership, 'management, and structure of public and -privata ‘Powell Library, Room 96 : S "
educational’ organizations; practice and thaory of administration; - 405 Hilgard Avenue s . . S Q.
reservice and inservice preperatiqn of administrators, tasks, and Los Angeles California 9002 . s ”
processes of administration; methods and Yariaties. of orgdnization, Telephone: ’2 825.393f - ' N
organizational.change, and social eontext d¥the organization. elephone: ( 13) 825-393 . ‘- .

Sites, buildings 3nd equipmept. for education; plapning, financij 9., Devalopment, .administration, and m)aluatiop of public and private
Structingr.%novatihg,’oquipplng, malintaining jogevating, ins [+ £Lommunity junior collagas. Junigr eqllege students, staff, curricula, oo
- gtilizing, and ovquetinq educational facilities. .. N programs, libraries, andcqmrm_mi'ty le_rvices. v ‘ .

._\‘x '»’4 o . . | o ‘; 8-/-’- o
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ERIC Clearinghouse on Languages and Linguisﬂcs ERIC Clearingliouse on Teacher Education
Center for Applied Linguistics . American Association of Colleges for Teacher Education
1611 North Kent Street . One Dupont Circle, N.W., Suite 616 W .
Arlington, Virginia 22209 v : Washington, D. C. 20036
Telephone (703) 5284312 ) *Telephone: (202) 293-7280 .
’:’k‘g“éﬂ} Lannuogu and llngulstlee Imtructlbnal methodologv, psychologv of School personnel at all levals; all Ilsues from leloctfon through
: . language learning, cultural and intarcultural content, application of preservice and inservice preperation and .training to retirement;
+ . linguistics, cufricular problams and developmonu “teacher training curricula; educational theory and philosophy; general education
! lnd quallifications, language sciences, psycho-linguistics, theoretical not specifically covered by Educational Management - Clearing
* and- applied linguistics, language pedagogy. bilingualism, “and com: house; Title X! 'NDEA Institutes not covered by subject speclalty ~
monly taught languages including English for speakers~of othar In othnr ERlC Clurlnghousm, all aspects of phvllcal educatlon .
lunwm . Y . e, n
'ERIC Cleannghouse on Tests, Measurenbgn t, and Evaluation
L ERIC Cleannghouse on Reading and Communication Skills  Jgducational Festing Service.- . & ST
. - Natjonal Council of Teachers gf English -~ -~ ., = Princeton; New Jersey .0 540‘ I .
' . 1111 Kenyon Road . - T e - Telephohe: (609) 921-9000 ext. 2176 o
Urbana, Illinois 61801 . ..~ - L s " Tests and other measurern tdevh;pﬁ valuatioft c;u.s and
[ . . '“ an: er asur en , evaiuatio DTOCB re n
Voora Telephone (217)328 3870 S techniques; application of tests; meaguremem or evaluaﬂon LU
T React{xg, English. and communication skllls pfeschool- through educational projects or programs. s e wooo% '

college. Educational research and developmem in reading, writing, :
. speaking, and listaning. Identification, diagnogis, and remediation ER]C Cleannghouse on Urban Educanon e

f reading problams. Speech communication — forensics, mass .com- " Box 40 N
‘munication, intardersonal-and small group interaction, interpreta- . - OX:
tion, rhetorical any communication theory, instriction development, Teachers College, Columbia UanefSitY

“%oech sciences, a #enter Preparation of Instructlonal staff and 52‘5 V. 120th Street . - . .
related personnel inthese areas. , . New York, New York 10027 Jc‘iﬁ

logy, Telephone (212) 678-3437

f
[ All aspects of réading h%ali:.rmwith emphasis . on phy
3

~ psychology, . socuologv, hing. Instructional
curridula, tests and measurement, preparation of readingJ’teachers The relatlonship between urban life and scthling, the effect of -

L ‘and specialists, and methodology at all levels. Role of litfaries and ' *  urban experiencés and environments from- bjrth .onward; the aca-
other agencncs in fosteng and guiding reading. Diagfostic and demic, intellectual, - -and soclal performance - of urbart children and
remedlal so{wces in schog! and cllnlcal semngs . youth from grade three through college entrafice {including the
+ - effect, of self contept, motivation, and other affetitive influences);
education of urban, Pquto Rican and,Asian Americah populaﬂons
r,
gl

ERIC Clearinghqude .ont Rural Education and SmaII Schoals and 4 urban black  ggoulations! Programs -and. practices )

L - New Mexico ¢ University ‘ Can € which prdVide lebrning experigsces designed to megt the special , ,
. Box 3AP . ’ ’ *  needs of diverss populations sérved byaurban 8chopls and which
. Las Cruces' “New Mex,co 88003 : : . - build upfm ut:e’lr unique- as well as theflr‘ cdlrnmon characterlistics;
. . ) structural cianges in the cl‘assroom school, $choo! and ‘
Telephone: (505) 646-2623 . - .. community and innovative instructional practichs w“%hr"uectlv L

o Education of Indian Americans® Me)ucan Amarlcans Sparf?sh ‘aflf’ect urban children and yduth; programs, prac¥ces, ahd rhaterials £
Americans, and migratory farm workers and their chjldren; outdogr refated to economic and ethnic discrimination, segregation, desegre-.
gation, and integration_in education; issues, programs, practices,

education; economic, cultural, soc'fal or other factors ‘rélatedfo
‘s educational programs in rural areas and small schools; dimdvammd -+and materials related Wmdrwlng the currlculurp imbalance In the

. oPruraI and small school populanons e, treatment of ethnic ""9‘""” groups. .~ S uy
. . . . : ! :y ' v
v, ERlC Cleannghouse for Sciam:e. Mathematics, and ‘ . : i R
Environmental Educaﬁon : ) L ‘ . e . ’ '
e "Ohic State University K . - ..' ey ;)M e
' é%?gncb s gehﬁRf;gl;l'h "-d Floo: v I ‘Educatlonal Resources]nfommtn "an e '--yz;ﬁ - "' ‘i
" Telephone; 6144226117 - Sy gl .(Central ERIC).. ¥ A o ﬁ A\
. ' ﬁf{ ’ National Institute of Edﬁédnon T T RE
All levels ‘df¥science, mathemam:s -'amrjhwlronmemal education; Washlngton D. 20208 K gl -
. elopment of curriculuny and  inst jonal materials; media ’.' _,-:-A.'.;' .\’ .
i lications; impagt of interest, intelligenck, values.iand cohcept I °> T
_' ' development upon Iearmng. presqr.vloo and lnserwce teacher éduca- ER]C PI'OQeSSIé & Rp’fetence Faclhty .
-+ tlonand supervision. "4833 Rugby Avenue; Suifé 363~ g . N
N ' - Bethesda, Mafyland 20014 o
R \,‘. BRE‘(‘:M (i‘l:%hghouse for Socza] Studies/Soch Sc:‘ence' L. Te ephone Gonssems - ¥, o ‘ y
~ - 885 Broadway. - - ' S . ERIC Docyment Rep ction S;mce R T
ﬁpulder Colorado-80302 S P.O.Box 190 . . ’
7- Terdphone (303) 492- 8434 e . "'+ Adington, Virginia 222 0 I

qAII levels of !ocmmcg'cs ‘a;'cll sooidl sellenc'e. all u’:tl'vinef rela::ng to Tekphone (703) 841 }212

'7, ; cohtemt of és; tions riting theory, . S
ORI ::mur: theoryochllc’lc de:elopgn thoofy~° al;: inrs‘?nl:tlonal‘ O RYX PR E SS ! »?’
. theoty; ressarch and development Srograms, special heeds of student .
groups; educdtion as g ‘sociel sclenco,, o;’al)tudlulsqelal_ scfence '« 3930 East Camelback Poaq\

X3

e " and the community. . ¥ - ST s Phoemx Arizona 83018
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TRUE QONFESSIONS @F AN ERIC. USER

O - TH’is is the school ,E/ducat1on is~a tough busmess T know. I'm,a‘

-

"2 <% counselor. \(Dumbdbe-dhmrdum-dum.) | o ™

."It. was. » Monday morning. I was 51tt1ng at my desk 1ook gata - -

stack of schedule csnfhcts when my phone rang o : L . % ﬁ

L S

e, "Yes?"-_'\v " ‘ S
"Smith, is that you? Get over here r1ght away"_‘_ The.)eceiver

/ . Slammed 1n.my ear. As.I recognized the vpice of the, gravel- ~throated: \

M

prmcipa] I grabbed,my yeHow Jegal pad and left the ofﬁce at an anx1ous\
e trot wendermg whatéew task was about’ to .be added to my a]ready over-- .

1oaded day. ' ] . .
&,
| "You want'bd to see me, . s1r?" I mun?b]ed as I walked 1nto the pr1nc1-

i‘

‘al S. offu;' -J There he was chewmg on the end of a BIC pen, sﬁ:tmg betgnd o
-y ‘ % " . .o .. \‘, R [
. h1s desk - S e w B A :

~
? ’ S e

NI . "Yes Sm1th I've got a propos1t1on for you. You've Been cwﬁmg e .

3 A
pbout the lack of support for gu1danc¥: act1v1t1es around here, and L‘m.

: not say1ng Aou don't have a 1eg1t1matercomp1a1nt . WeH, anyway, AGEE

a chani to do yourse‘lf some goodﬁ A man from the State departme ‘

educat1on came $o Centra] Office yesterday w1th a matchmg funds proo'al R RN

» Y]

% They re ’ookmg fo)r grograms 1p career gmdance in th’e c]assroom - Now i‘ Lo
a ' Ve

you ca ‘get togethe’r an out’I]ne for Some act1v1t1es, I th1nk the T . ,‘_"'__‘ q

Supermtendegt wou]d be wﬂhng to loos'T the purse strmgs smce a
1

A -

‘o
M . . Ld v

mqtchmg gran,t of $800 1s 1nvo]yed wemziy w4k e« n

o "Yess1r ?f course I H be g]ad to. Wgwk somethmg up " I cou]& t ‘qi

‘e

>
¢

. beheve my ears The«prinmpal wa's fma]]‘y“’tmhking of the gu1dancg depart- N ot -.‘_4

\. 8 ‘ s // Y - * :
; T ment as- somet'hn' other than a schedule—thang'lng b1n ".I know a .couple ', &qt

: A : " " »

e
v

L
.
7 "\~ ! e ¢ "-'. : SRR CoLL e
: ) X0 - .
) ) M . 'd ” t " ). S '-& ‘ N . .o v
° Ly . . i ) . AN . ot .
. . ’ . P ‘64 : N . b By .
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of the facu]tyiw“ho d go along with some act1v1t3es And with money for '

‘materials, Iéhlnk th1s colld generat the kind of v1s1b111ty we need'"
"OK OK' Stow it, >"’the pr1nc1ﬁ said, being somewhat overwhe]med

by my - exurb'erance "_Just get the ou_t]ine together so we can get this

bal1® ro]]ing. This is the-chanoe you've been-waiting for so don't let

‘-,‘ - ‘me-down'" - ‘ L ‘ .

. Mo, sirt Twdlt.r - ». |

’ : (ﬁ]right, have your material into me and 1'11 personally_ dehver 11\
7 | t State Deparﬁnen‘t 0f‘f1ce on Wednesday aft:rnoon  I've got a meet1ng

/'l . there -then anyway "o ' S
/ -

: Sudden]y, the room began to sp1n‘ I felt as though everyth1ng was

l‘

c]os1ng in on me "Wednesday, s’lr"" I whispered weak]yg "but that's the

’> day aftec, tomorrow

- . -“"good heavens, Sm1th" I can read a ca]gndar'" The pr1nc1pa1 gr1maced

@

. as he threw h1s pen on h1s desk "If“u re go1ng to start wh1mper1ng
' . ) 3

N

"o 4 ' about the time, Iet s forget the who].e th1ng'"

-

"N-No, su*," bstuttered JI'N hawe everythmg by wednesday "L

grabbed my yellow legal pad and fsaded’ for,my off1ce, heart. in hand
" 1 had‘on1y one chaﬂ(\:e‘--ERIC We'd become acqua1nted whﬂe 1 was:

,. , tak1ng\&o:‘rsé' at the Even1ng Co]]ege that fa]l It was the qu1ckest

'(.c “system avaitable for the retr1eva] of 1nstr"uct1ona] educat1ona1-materra]

. that I knew of As soon as schoo] was out, I made 1t to the 11brary and .

’ ~

- ? began search1ng the latesf. RIE ’Index for rélevant material: Lo&kmg

L

e e under tpp1cs ]1ke c]assroort gu1dance act1v1t1es, c]'assroom‘ mater1als, 9{&

Joe

.

¢

»
.



ED 105 280 A,Handbook for Career’ Guidance Counselors, Il-'l.inois *
, Univ,er_sity,. Urbana, Department of Vocational and Technical Education .

This hamdbogk provided me with ideas about informing the school K
M:  about career.guidance, identifying usable programs and ‘determining
experiences which contribute to the developmént of career planning skills.
There were detailed suggestions for activities and resources as well as S
instructional materials, all of which would be helpful to .jhe classroom

'a teacher. : - . w
e ‘ ' ,.‘_” T A
: : S -
ED 105 221 Career Development for the.Upper Grader, Chicago Board of
Education T % . Mg . ; L

S . . e ,}"‘_.» : S ]
This meaty document suppligd me with specific behavioral objectives
and sugge§tions for classroon guidance activities suitable for ninth
graders with an emphasis on group guidance techniques in the classroom.
figured that the use of a systematic approach with objectives would . .
ch the state department's eye! . _ _ : ‘

L L ¢ . LIV

114 524 The Comprehensive Career Educatfon System: Guidance Component
* 7-9, Educational Properties,wInc. Irvine, CA .- o e

i . Here was another systematic approach to career information in‘the ,

o classroom. This dooument, containéd numerous examples of objectives and - Y
' activities as weld as suggested regources. The material was divided -
A - according-to the California model §6r gyidance--appreciation and attitudes., .

‘ self-awareness, decision-making, care awareness, employability skills.

these activities into theﬁ_n I was working on.

»

¥ ED 104 846 Career-Orientation and Explonation: Lesson P'l_an'sa for Grades LG
%, Eight achNine., Doniphan R-1School District, M . - - A

¢ ’ . . Y

I could adapt many 2

-8

]
PR Y

Cam e S . ,
R This was Just what the doctor ordered ta help me convince some over-
N s gwprked teaecheks that there was room foré®areer gyidante activities-in
*their classes. 3g% could give them these lesson plans which proyvide everything
' ,from lecture outlines . to spelling lists along with"-,pre—ﬂ‘an‘d post-tests.

¢ ! . Lo

n A
F ' ) : ] *

. s & m . . . -

- . N . L - ., . PR

. .+ At this po.1n’t I felt I-had enough material ‘to ﬂrovge a ninth grade class. ' * ;
- |',.. ., PR . . . [ . N #t - . .o ’ .. .
o

‘-ﬁi,th__d mini-unit on career gui.dan.ce.‘f;l‘og;é'mer }Mith\ﬂ;é‘ teacher usirig

. S . .',.».:‘é - N o . . 'w w -‘ g R

T e, *grdup 6%1»danc¢ technidues... wq-c%d cong
.. - N ~ Y ko e 3 .

rate on career,6rientatian and ,, *7

sel@-awarBniess. = . . A T R T Tah S A

] _..r:) _{,_,.'1‘. "..). * N K ‘ ‘_ . ‘" 2 : > . ‘; .:‘ L] { . . . (' ook B :v‘o <$ 5

) 3 A . '_ﬂ, M f"l . . . ?_ . - M} + . R L. . .. L] } o - el

. ¢ sThe nexptld 1 continced one of our .Mhth grade English teachers - & ]
.', : ’-‘\ . ! . ‘ T l“l‘.’ d ?‘\ .- ;3' "{ .. s :. ' N '*’ .*l "
¢ -..;.s,-;;o-ag,eg to-work with he. I showed him the‘:ma{eﬁg) .I"had gottep, through= - - °
: 3 % T C e ¥ - * : . “: ~ : R B =. Y. o
Ee v e .- R A s e "-,'Mﬂ%

. LA -' ’ . . . ) B ‘.“ R n e ‘ . . ﬁ; P




. i ’ o 'I\ - ) ‘ ? ‘\ "
» . ',, . . . A . ‘.,, - ' . . . \ -.‘
. N f , « .. T . W .’. - R o ;u . . .
. . .ERIC and we planned-a : aif to meet for one hour”twice a week for. 6 ° .

", weeks. I worked’up-anrqutline.of the. program ‘and submitted ity

0 the

{
EACLEN

principal that Wednesday afternoon. ' , '
‘ﬁ,_. ' The rest is histor&. Our proposal was.funded. The career guidance

ey y - ' . R
. activities were so successful, it became a career guidance mini-cours

. ngqufréd_fOr all ninth graders. I now have q-micro%iche reader in
" new offgce as Djrector'ﬁf Guiddnte;vand I' owe it ‘all to ERIC! |
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The major purpose bf this seot1on of the préﬂ‘am is" to he1p you become

achainted with the process of eVa'Iuatmn--'the bas‘lc Eypes of eva]uat1on,

the key to effective\evaluation and components of a comprehensive eva?ua- '

- 3 ' tion mode] You will be ab'Ie to identify the types of eva]uat1pn which =~ ..o . °
R T best assess thé outcomes of your career, glndance program. - You—ang ‘E
o ‘ T Smianen: T ”A ; l
L/ - your team members wi]'l be us1ng your Act1on P]an throughout this sect1en of*-‘v_ 3

'the program. Hopefully, such a combined effort wﬂ] not on'ly 1nsure the

'attamment of spe}hﬁc\performance 1nd1cators but wﬂ] also 1nsure the con-

t1nuat1on of <an effect1ve career guidance, program in your schoo] ‘

&

OBJECTIVES ,. -

" When ydu have comp]eted this section of the program, you will be able-to:

1. Spec1fy appropr1ate and 1nippropr1ate uses of bas1c eva]uat1on

' methods, ° .. - - . : .
' < . 1 P
_ 2. Ident1fy a nine- step comprehens1ve evaluat1on moqe] for use in your
» .
career gu.iance Action P]an ' .. v
- t‘

"

-3; De51gn process and product eva]ua~t1on strateg1es for- your ‘career

.

_" . - Q ? v

— guidarice‘Actwn Plan. | ; ‘
'(r i . 4< *oBuﬂd an evaluation component 1nto your career guidance Act1on P]an
o . _/ | P \OUT].",'I(VE’ - . “
ﬂ . ‘ ].. ’Introductg;/;I _ 'i . ~ . B
m' » 2 Types of uat# ‘ ﬁ - ‘ r
"’ . ’ L ? K“ey to, effectwe eva]uatwn (1n%\1udes act1v-1ty e,xerc’se I L
Y f«l [ 4 A comprehens1ve~ev§luat1___rﬁ mode‘l an oJer(new ‘-.‘“ _‘._ o T
| | 5 ProCess/product eva]uat;on L *"« , .. ‘ ‘ - 3
t‘ ’ 6 Post asse; ”"t (1nc1udes act1vfty &ermse) = i : » / ]
Q ¢_j’-' . ‘ ’ ‘
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. . those who mﬁ%t deC1de if a program is succeESful or not.

‘

\
o

' eva1uat1on is.

v . 3 " . 1! L .
NI e N

. & ’ EVALUATIGN' N A‘worithaj,;‘s*tnkes fear in"thé: hearts of
ft s

L]

often 1ookedfgn as the "Mt. Everest" of any program because

)
- you tend to assoc1ate it with the steep c11ffs of mu1t1variate

»

But, fear—not. The moun-“

ana1ys@s, t-tests, and ch1-squares.
tain is c11mbab1e. In. this.modu1e you will be ]earn1ng how

you can deve10p eva1uatfonﬁﬁ§thods which will best assess the
cqreer gu1dance performance 1nd1cators you estab11sh for the f

goa1s of your career gu1danc§ Action Plan. And you w1H -do 1t

%usg L1ke those hardy souls who successfu11y’c11mbed Mt.

\

Everest--one step at a time."
Let s all start out on the same foot by dec1d1ng what

9

Evaluation is defined as a process of zden-"
— ttfy‘mg, coZZect‘Lng, analyzmg, and znt}z’pretmg m]éor'matwn
80 thdt decw%ns can bla made.
fhe1pfu1 in deve1op1ng, 1mp1ement1ng, and 1mprov1ng your |

So it's Jmportant”%awrememger from

These'decisions will be

career guidance program
the moment you start des1gn1ng your career gu1dance program

»

Vthat eValuat1on is ‘an- essential, ongoing part of - ur program-d

part1cu1arly 1mportant 1n th1s age of accountab111ty and :;g.

ti ght‘ets.

»thi¥ in minc, however,"don t panic

If you haven t deve1oped youg;Goal Sheets with

Later in th1s module you

will actua11y cr1t1quewyour Goa1 Sheets to see if your per-

formance 1nd1cators can be eva1uated by one of the eva1ua;1on

methods d1scussed in :this kection. i
t o , o 3 )
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Evaluation 1':3.
not that hard!

- Definition
? : ke




D why eValuat1on 1s an 1mportant act1V1ty = Four major purpOSes

e evaluat1qn is.

accountab1l1ty and-tight budgets, but there are other reasons

anlude.\ . . o o T
>l L
‘1. To ascerta1n whether or not established objectives
. L . ' o )
- " have been met. ) o
Y To determ1ne why establ1shed obJectfves may or may

r - J—

.
.,\'-‘-1- "\

not have‘been met. T ' ¢
. To prov1de cost ana]ys1s data to see if a program is
. | 0perat1ng eff1c1si}1y so that 1t may be- 1mproved or
)‘ ' a]tered . g f S \ %

. ¢ ‘
.

4 Tq, ass1st “in deve1op1ng recommendat'lons to. school°°

K

personne] as to. the program s need cont1nuatfon,

mod1f1cat1on, or expans1on e

In short, an effeciv.e\ava]uatwn can provide “the

1ammun1t1on you may need keep\your program and perhaps even

your/gob from be1ng e11m1nated when 1t comes t1me for budget

. Bt ﬁﬁr
trimming. . :

- ' LT o - ’ i
- L SPUES B

Iypes of evaluation )

> And now to.-the heart of the matter. You know what

Now it's t1me to \dent1fy the bas1c types of -

4

'ev51uat1on w1th which we should aTl become fam%}far ‘h111er

: ‘

51974 p. 31) has ably done thlS for you. -”‘~:wn. =
_ Type 1: vContext ' Thls is the type»of evai%atlon you

’

ST ke v e w1th a-

needs asse;sment. ]ﬁ1s
tepic was discussed in, the first‘day s

';why'evaluate anyway? Ne've already anuded to.Ebucatfona?n

)
-
i
] c

8

" Purpose of

evaZuatzon

anteét‘
_Evaluation

ok o

5 - 3 - ! .
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~Type-2:. Input' ' This is an eva]uation of gu1dance o
. - methods. It refei‘s to the strategies . "
- ‘areer gu1dance program, : '5'Ing;ut : ' '_ w
S ' » *} . Evaluation ©
. PR such as“thp i‘nte tions of counse]ors. S .
]
o.. - 4 PUREEY T N or
- - _teachers, adm1ni tors, paraprofes- ‘
_— "j‘*‘_ N _'"_QT""‘.' o _swnaTs. Parents -and sd:udents. A *
_Type 3:. Processthis focuses on mgthods/strategies being [ - s
’ .0 N . -, - - ._ e ﬁ .9
_ . . used to he]p students achieve the de- v 1. ﬁ _ Cy
o -sired outcome? of the career guidance Process <. -
Tk P ' ~ | - PBEvaluation
L ‘: S Pr‘ogram. It 1s often referred tor as . s _
o ] kS 1&0 ) ‘ . - ” . "
L ,\ monitoring, seeing 1f the- pram is- N
. o ‘e being 1mp]emented -as you p]'_ . ‘it; and | R .
how efficiently the program is being: -+ . - v
) " ) managed N ) L ,‘ ‘ { AR 3
. Type 4 Product This determ1nes t% extent to which the IR f'
o | " | " career- guidance program meets the R
,,-‘ R g estabhshgﬁ outcomes by measuring the |- Product fi .
LT o - Eyaluation
p changes in student behavwr;s which have - ’ AR
T N resu]ted from their part1c1patmh 1n ,
S | your career guidance program . J,.» :
In this modu]e, you wi 1 focus on pz-acess and’ produet .o
eva'luation methods. Later sect'lons wi'l'l\be'lp you more {x—a * t-‘fi.
cl,ear]y distmgwish the differences bet}veen the 0. types
of evaluation and decide on apiopria“te evga]ua“twn sfrategies b
for yOur obJectives. o ', ’.‘. S G *a,' -
, -— .h A " ¥ . . ‘
For the purposes of this modu'le, you sh'ou]d recogmze S
f.hat ,eva]uatiﬁefers to the assessment of a‘r] asped!s of : R S,
( ":. '4, ‘“-‘.“b.&:'.‘-‘u. ou_‘ LS A s ¢ ' ot
P 3 . ate Y. D An



ﬂ.process,~since it can be used to measure the mastery level

' ~achieved. In ether-worgs, if a.performance indicator isn't

methods you will be designin§ for ydur entire career guidance

been clearly defined, }ou have also established a level of

perfOrmance indicator will u1t1mate1y help you deche if you

_have heached a part1cu1ar ob3ect1ve

your career §u1dance program. Individual student evaluation,

often referred to as grading, is a part of the evaluation

atta1ned'by students. But individual student evaluation is only

an incidental part of product evaluation. The assessment

program will cons1st of both.product and process evaZuattons

’
J .

, e
- The key to effective evaluation is a c]ear statement of .

the obJect1ves for your career guidance program. You have
already defined the performance indicators for each goal so

that you can-identify the expected or desired outcomes to be

stated in measurable terms, then it will be hard to determine

if it is ever achieved.

Now that your goal and its,performance indicators have

accomplishment that yoﬁ will accept as-evidence that the‘

desired outcome has been achieved. This is the eriterion level

for that performance indicator. Establishing the criteriqn

levels BEFORE you impiement your Action Plan will help you set |.

up- the appropriate evaluation method for your part1cu1ar pur-

poses REMEMBER that the cr1ter1on level you set for each -

The fo]lowxng act1v1ty w111 -help you determ1ne if you

\

-have c]ear]y-stated the’ objectives-of your career gu1dance ’

9 ' S

97

Clearly stated
objeatives—-
key to
successful
evaluation

‘Clear- eriterion-

levals




1

'program. Each team should anaiyze each Goal Sheet using the
~ form, "Key to Effective Evaluation."

If you have trouble with this activity,Tyou should review
your goais and performance indicators.. If you cannot cl arly ‘“
define the criterion level for determining whether or not the
- --performance - 4ndicator is -achieved, then you will not be able
.to'evaToate Yyour career guidance program. effectively,

0nce this activity has been accomplished, yﬁu will be
ready to 1earn about the components of a comprehensive

vaiuation model.

98
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GOAL STATEMENT NO. .
‘ o / ' ) -\\‘ v a
Are the followi ng categories on the Goa¥ ;,‘Sh"e'et; clearly stated? R
. L Yes | | No
Perforfidrice’ Indicators -t .
(wfth Criterion Lgvels) : e
' Target Growp . . -
Who Delivers-
When '

Are the following categorieson the Resource Utilization SLeet clearly

stated?
~ T Yes | No | - o=
Impiemqntatioh Steps )
Resources Available
Rq;ources Needed .

If you can answer *yes" for each category, then you have a clear under-
standing of your Bbjeéfivés:' You Will.then»bevable‘to decide on what type
l- o« ® e T .
of evaluation (process or product) you should use.

N e 9 L
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A comg;ehensive'evaiuation medel

v

iet s pause for a moment to see where we are-in this"'
assau]t on eva]uatioh Recall that eva]uation is an essentia1
ongoing part of your career guidance program which’ has to be

dealt with from the very beginning However; we don 't want you

to,fee] as if you have to set up all your evaluative criteria
and measurement instruments right this minute. NN,

| What we do want you to achieve is a fami]iarity with the
eva]uation process so that you and the othen members of your

o
career guidance team‘w111 feel more comfortable .when eventua]ly

- you do éstablish your' eva]uation pr0cedures !
Now let's 1ook briefly at the components of a comprehen:'
sive eva]uation model.
11 Set up an eva]uation subcommittee representative of
those who have responsibility for the career
guidance program. .
2. Decide on.the purpose ot the evaluatibn.
3. Identify theéobjectives to be evaluated by 1ooking'at
the performance indicators and criterion 1eveis that
. you will accept as evidence that the desired outcome -
~has been achieved. \ '
D AP]anfthefgesign for' the evaluation. . Décide on whether
- you are'doing a process and/or'product'eva]uation‘.
. " (The next section of thiskmodule will he]p you with
this decision ) , : ’ .

5. Identitfy Jnformation sources. Remember toiinvolve

-

" students in your evaluation.

[4
'.

100
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' student behavioral change’as a result of participation jn‘the

.

!

6. Develop data collection 'ionstruments.‘
7. Collect, ana]jze and interpret data. e
8. Present results or evaluation to,schoor"personnelf

' students and community.

“x

f9. ,Use_data’to make recommendations for program
-reviston/improvement. h - e

; This modé]ishows you that eva]uation is an' extensive |
process. You and the other members of your caree;'gUidance'

team will want to make certain that your evalyation method

follows this procedural model. g T,

The remainder of this modu]e will focus on: components 5
8

4 and 6 of the eva]uat1on model, so you can beg1n to eva]uate

\ . ,

your Act1on Plan. | S

¥ -
-
1

Process[Product evaluation ) : \~ ;--

[N .

Process and product evaluation have already been def1ned

1] u Y

for you in this modu]e s sect1on ent1t1ed Ters*of Eva]uat10n
. LY

Let's br1ef1y rev%ew what each means.

Process Evalzg‘L_on S

Y

help students achieve the desired qutcomes of your cqreer Sk

gu1dancehprogram. Product Evaluation refers to measuring

D T
let's stop for 'a moment and ta]k
° "\

career guidance program.
Before moving on though
about criterion-referenced versus norm-referenced.tests

Criterion-referenced tests tell whether or not students have

met the outcomes.

w-.- J .
refers to the .evaluation of the method or strategy used tot Y|

Norm-referénced. tests compare your students'H

 J
10

101 -

Evaluation an
extenozve_
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form-Re ferenced
Tests



L4

scores with the scores of a standardized popu]at1on For

examp]e, saying that a student scored at the 70th percenti]e _ B X

.

on a standardized math “test only has meaning in reference to .

A

the studenf groYps who were tested when the test norms were _ AR
Sc of a criterion-referenced test descr1be

established'

the '1nds of behavior and ski]]s a student can demonstrate

" wfthout comparing him/her to other students ._For example, ..

7ing that a student successfully comp]eted 75% of the items 1 (V

o, 1
v on a test ‘has meaning in itself without requir1ng any com-,

parat1ve measures. R g

S0, a cr1ter10n referenced measurement instrument is the Choosing the
J ) right instrumgnt
'.correct cho1ce for doing a product eva]uatIGh- You will be - ;
.gathering data which you can directly 1nterpret on the basis

_of the criterion level you have already estab11shed {You

ishou]dn t Anterpret these statements as a- put down of norm- ¢ ﬂ

referenced tests. Just realize that these tests must match 2 )
yourr object'ives,for proper use. YOu have to make.that . -} -
decision.) ! ) SRR & |
7 . ’ ) - T ) St e :
. Product Evaluation. Let's look at an examp]e bf a - " Produck . &
evaluation

_student goal’ statement to see how Product Ebaluatzan can be
used. If your goa] statement is that students wzll'be abZef

ta identify factors that influence deczswn—makmg, you L . « ¢
want to estao]1sh a performance 1nd1cator and cr1ter on ]eve] "
Tike the fo]]owing ' L :’ S p;sfﬁf :[i ; .
A]] ninth-grade students will be able to. 1dent1fy."l A - (
- three personal values which they will incorporate . .~} | , N .

in tne1r career p]ann1ng dec1s1on—mak1ng process

l

i




‘ In this case you are trying to measure student behavior,
s .ﬁ SO, 9Bu will be using Product Ebaluattan Once you have
| determined the type of evaiuation you have to decide on a
, measurement technique or instrument. Tgmmeasure whether'
| students have achieved this performance ieve], you could use

- a criterion-refereﬂéed item such as the following:

Write ‘three personal value statements which
- affect your decision-making process:

M 3.

By scoring the responses you. could determine what percen-
tage of students had»successfuliy met‘the criterion level
which youhad estab]ished. For instance, if 24 out of 25
students;ﬁere able to write three personal statements, you .

* could say that 96% of the students were successfui'in‘reaching

the established crite#ﬁon‘ievei for uour perforhmnce indicator.

What we have just illuserated is a minimam or basic.
criter// 1evei where. your expectation 1s that all or near]y
..all participants will be able to reach a certain ieve] of

)

performance if your instructional program 1s working effec-»“

-

tiveiy. A very large percentage, if noteaiig students in.your 4

program should be able to reach this‘basicfievel of perfor-
* mance. | . _ '
You may aiso, however, wish to establish an optimum
f: 1eve1 which would ref]ect/the performance level of a re]a-

t1ve1y sma]i percentage of the more advanced students, such_ .

as 25% of the_partic1pants. By using-an optimum criterion e

level in addition to the‘basic’criterion 1ével youﬁhouid:be‘

. P . . .
L d L .
. ! : ' ‘ : . " .x'
. . . . . .
» L 1 03 S ‘ o 1
‘ ] 103 3, o - ' .‘e' . .
. _’ . - I ._.-"‘ . .
N 1

_ Minimm level
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Optimum level



able to idgntify not on]y what all students were ab]e to
achieve but also how many students couTd demonstrate an ' .
advanced level of achievement. To measure the opt1mum Tevel
of performaﬁce you could mse the fo]]ow1ng cr1ter1on- |
- referenced 1tem
| Nrite as many- add1t1ona1 personal value state- SR
ments as you can which affect your decision- . .
making process: T

RN S
. . L] [ . [
. Lo

A dual criterion level approach such as the one just . - 1

\

described can be useful in indicating both a basic level of

. accomplishment as well as possible upper levels of achievement.

1

Process Evaluation. Now Tét's look at an example of a Process evaluation ;

staff goa],statement to see how Process Evaluation can be

used. If your goal statement is that staff'members will in-- I e - =
fuse career guidance material into the elassroom curriculum, e '

. . % :4 ‘ (N ;

. you might want to establish a performance indicator and.. R R e

crfteribn Tevel like the fol]dwing:
Two counselors and three teachers will present ~ _kff S P
,an infusion modél at a staff meeting by .

I December ]ﬁ 1978.

‘In this case you are try1ng to mon1t0r whether or not

th1s strategy for deveﬁoping a method to infuse-career .

l

guidance materia]s has been accomphshed, sbtf mH be
using Proces; EvaZuation An appropriate instrument to use
i

for this ‘type of eva]uat1on is a s1mp1e checkllst For ‘Checklist’

examp]e, the 1nstrument could contain th1s 1tem

o
s =
6 g
—&'—rﬂ—‘ b




Two counselors and three
‘teachers preserRed an
infusion model at a staff .
meeting by December 15, 1978
If the performance indicators are clearly identified, then .
it is relatively simple. to form clear statements which can

be answered in terms of "Yes" or "No."

You will find a list below of measurement fechniques _ ~Measurement
. o - ‘ techniques
that you can use in your evaluation method. You will have to
decide which instrument or combinations -of instkuhents will --
measure your objective best.” But, if you have clear]y stated |

your performénce indicators and criterion»leveis, it will be

much easier to set up your evaluation strategy. \ &
» Y
. Possible Measurement Instruments/Techniques L,
| Paper arid Pencil Instruments .
é;. f ﬁ Criteridﬁ43eferenced Tests .Can be used before
f - Norm-Referenced Tests . and/or after a pro-
’ Questionnaires, gram to assess :
Attitude Surveys . behavior change OR
Rating Scales € : to monitor program's
ChecKlists progress ‘
Records - .
N\ IS )
y Measurement Techniques
/ — )
,/1 . ‘Behavioral Observation
///' ‘ ‘Critical Incidents )
) Interviews ° o T 4
A

105

1os 5




e A
i . . a
[ . . . M

Letﬂ&crestate the de?in1t1ons of Product and Process -

EvaZuatzon before takin? the next step

Product Evaluation: measures changes in student
behavior to determing the extent
to- whith the career/guidance
program meets the estabZzshed

. outcomes. . "

/
4

' Process Bvaliation: . evaludtes methodb/btrategzes WF

~  being used to heZp students '
" achieve dbatred outcomes; i
_ monitors the pareer guidance
.program in. térms -of, fmplemen-
tatton and 'fficzency

) - ‘/ - A9
Post—assessment N / _ .

1
-,

;o ' s;@p 2: ldentify the type of evaluation needed to Assess

¢ You are\about to make that f1na1 assau]t on the process

' of eva]uat1on where you wi‘] app]y what you have learned to

(
your~new]y deve]oped program.\*uhen you have comp]eted th1s

~ i

activity, you will hayv reached the p1nnac1e of the eva]uat1on

process 'So, don’ t/éive up now--you on]y have ‘a short\

distance to go! // . ‘:;,‘.\

/ ' \' .
~In the Post‘assessment activity, you will be completing
tﬁe Eva]uation/Sheet for the Goal Shget you used in the

Key to Effbcﬁéve Ebaluatzan act1vity 1n th1s modules

Step s Fill in the Goa] Statement number and Performance 1

. $
//‘ Ind:cator number at the top of the sheet.

// ' your Performance Indicator.- (Refer to the

-

/ ~ definitions of process and product evaluation
//' . if necessary.) MWrite the appropriate type'of
f‘> .
RS .. 106

- 106~
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step 5

 '"Samp1e Eva]uation Item "

sjbje Measuremenf*lnétruments/

Nrite the name of the - ...

} fQVMake "P a samp]e Atem. for your 1nstrument/
:ﬁ:*teChniQUe._ Nrite this ‘under the head1ng, S

‘e o

07 107

‘evaluation ndé the'heading, "Iype— Process
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GOAL .STATEMENT NO: . _ : _
Rerformnce nteator ho. ___+ T

ES u

- - Type: 'Pz'qceé“s or Product _In.st'r;dﬁént/".;l"echﬂiqu'e' Sample quzizat;y:bh'fter‘r_r' IR

S

-

Aruitoxt provided by Eic:



T . You and-the Gther members of your career g'ui'dance team . [¢
will need to complete this ,'aci:'i,vi_ty 'fqr each of your “goals { g
" and their respective pe-rfog'm'an'ce indicators. Remember ‘that Evaluation an
) . . . U C \ imperative *
r o, @ effective evaluation procedure may mean the ultimate sur-
. vival.of '_your_éaree‘r ‘jui'danc‘e 'program.. It takes t_'ime to
. evdluate, but ybu now have the skills neces:sa'r_y to accomplish -
T this task. . ,
¢ 4 / . " .
v ’ ‘L \ £ -
- 2o ' - -
N ’ - b} -7 a .
’ . ! = .I .“ ¢
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/o
"‘APPENDIX A: EVALUATION CHECKLIST

\ s 3
|

This checklist is provided as a ggfdéline to help you deterntine

the quality of your evaluatién strafegy.

Yes No-.

"‘,7"' . Q?_—
1) Was the evaluation method part of the '
development of the career guidance

. program rather than a “tacked-on“
activity?

2) Does the evaluation monitor the progress
and eff1c1ency of the career guidance
program?

3) Does the evaluation ‘measure the extent
. to which the established outcomes are R
met by measuring changes in student -

behaviors? - o
L _ —_—

4) Is the evaluation method carefuily
- planned to avoid duplication of ‘effort?

5) Are the measurement instruments/techniques

selected to provide the necessary: data . ~

requ1red? - ‘

6) Is the evaluation process used to .
.«  establish staff development/in- service .
education programs?

i.g: If you havelanswered "no" to any of these questions, you should

carefully examine why and be able to justify that decision.
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.. "APPENDIX B: GLOSSARY
s L ] .

~

Muatt& & Y

N

o '. fﬁput E‘ualuation:

S

-

¥

l..,‘

Qxﬁﬁarmrﬁbfbranced Tests:

o
B -

f*refers_to the.evaiuaiion done. when a

: neéds'assessment is performed.

have 1earned determine whether or not

students haye met established outcomes.

meéns the process of identifying,
. co]]ecting, ana1y21ng, and interpreting

eiA¥ormation SO that dec151ons can be made.

9’
>

refers to the evaluation of strategies-f
»and interventions of guidance methods
‘ which are done by counse]ors, teachers,.

. administrators, paraprofessiona]s,

234

parents and students

: N
refers to standarized tests which have
comparative norms S .

§
. >

evaluate methodé;fstrateg-ies being ‘used to. .

. help students achieve desired outcomes;. -

refers to monitoring the career guidance

|Critarion-fefarenced Tests: measnre the skills and behaviors students

prOgram in terms of implementation and f{

% - N]

efficiency.,,

determﬂnes the extent’ to which the career

”ﬁuidance program meets  the esta'blished _.-‘"

. outcomes by- measuring changes dn student

°behailior .
w M2t e L
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. L . .
" OVERCOMING BARRIERS--GOAL

]

This sectioh of the program is ‘designed to help you identify,.. *
analyze, and react to the forces promoting and. hinder1ng the 1mo1ementa-'l‘
tion of your career: gui;ance goals and obJectives and/or Action Plan -
during the school year " By pinpointing these forces you wil] be able to~

; plan effective strategies and tactics to deal with forces that act as T

barriers to achieving the desired outcomes ‘of your Actipn Plan.

OBJECTIVES “ Ce T A ,
C e

When you have comp]eted this p0rtion, you will: be able to:
1. Ident1fy specif1c forces in yodr organ1zat1on promoting or
g hinder1ng career gu1dance practices and/or your Action Plan.-

Select specific deterrents’}o career guidance: pract1ces'and/or'

your ‘Action Plan Wwhich ‘you can effeqtively redute‘in the immediate future.

3. Identify pract1ca1 strategies to°’ overcth barriers "back home" o
‘ which will h1nder the 1pp1ementation of your Act1on Plan.
’ 3

| o ' ' OUTLINE

\ - 1. Hitting a home run S,e

\ ) - ;
A guide for overcoming barriers
Pinpointing barriers (includes worksheet)

Prioritizing barriers (includes worhsheet)

/
(S T - N N )

1

\ . Strategies and tactics for overcoming barriers (inJ‘udes worksheet)
. ‘\ ‘ ,' N . . - . . N

\)“ * 115 l,p—




“we played as youngsteys, perhaps in high school or colleg‘_

. He*read about baseba]l in "Sports Iliustrated " hear games on -

BIRD. T', s

fnot become a success oVern1ght--he h;ﬁ to tackle & lot of’

.that exjse'within and outside of the person. We do not Tive

. " 6,
team knows what he can do.best, and realizes that He must

HITTING A.HOME RUN . .
s -

- o

‘Baseball is’a'sport most of us know about. _ It's someth1ng

R v

7
fhe radio, see them on T V , and have our oWn 1deas about the

fg?lln\the BIRD has- more taap athlet1c skills, he's a

\
patural, enterta1nér, a real-clown on the mound Yet he d1d

barriers before he achieved his’ fame : ;i@rf

A3 the BIRD became successful by constantly—work1ng to
improve his own skills and eliminate iheffect1ve behav1ors,
so one becomes successful by crit1qu1ng ‘his/her strengths and
weaknesses. But this is not enough. No assessment of an.

indiyidual has meaning without ‘tonsideration of the forces

in an isolated env1ronment but w1thin spheres of real peopjle,
real th1ngs, and real events wh1ch restr1ct deter, enhance,
or promote our pwn goals and obJectives The same k1nds of
forces have impact on the goa\s and obJect1ves 3? your team--
in th1s case, the Spearhead pareer Guidahce Team which wilt

implement the Action Plan that you are developing.
The BIRD's success is not his alone. It'depends,upon

the Detroft Tigers working constructively together as a team

to beat the opponeht. To .do this every member of the baseball

-/ .

2
X 4.

116
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>

-

constantly peactice to keep his'ski11s sharp He 1s a]ways

ready to learn new ways to brihance his performanze 'He also
-

knows what his opponents can do, and is fully awane of their

' strengths and weaknesses and the barrlers they represent to

.- »

h1s own success . ' .

R L3
It'is within this framework that we would 1ike you to

examine those barriers back home which might impede the imple-
. — . ‘ . PR
mentation df your career guidance programs and, more specifi-

‘ oa11y, your Action Plam.. ' : : ‘\

P]ease examine A Guide for Overcoming Barriers on pages

118 and 119, |

The Guide highlights a number of points for ypu to con-

sider: _ i

1. Barriers often exist for legitimate reasqns:

2. School personnel other than those directly involved
in guidance services can be very effective in helping
you implement your plan. |

3. ,Implement1ng a program and overcoming barr1ers to an

Action Plan works best when team members have

specific ro‘es and functions based on their strengths .

and weaknesses. s

!

1

Aaaessmng barriers
in others :

-

FEy

. N
oW 8

‘ $,0-e

Important poznts to
econsider
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Newly hired counselor
l%-Mar‘y,:. “Chairperson of the English Dep

a

e
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Barrier .

-

Rationale
For Barrier

W S

Plan of Action

~ In general the staff

at Highland School
believe there is no "
Justification for
student field trips
to the business-

industry community.

P

3

i

.

‘Field trips take
students away from
structyre in the
classroom.

@

Devise a method by which field trips
are structured learning experiences. .

" Field trips are not -

carefully planned
and organized.

Coordinate field trip-activities with
those staff members affected by .the
trips. , .

Ty
~

LN

K
N
(‘ ’ £
14

kY

At least two staff
members state that
field trips have no

- bearing on helping

students to learn. .

\
Devise a mezks by which student field

“trip experiences can be related to .

academia.

118
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OVERCOMING BARRIERS

P

Person Specific‘Steps -+ Time . Anticipated .
Responsible 0f Implemehtation Line . Outcomes,
. Meets with other memifers of - .| By the end |- Counseling staff
3 counseling staff and develops a of: - | start _to communicate
Jim Field Trip Questionnaire (FTQ) more effectively with
: which students must complete. 10-79 each other.
o 4, L N
At a general faculty meeting the- S Greater .communication
Jim reasons for the development of the “10-79 exists between the
FTQ are -explained. : ' entire school staff’
g and the counseling
' staff.
.[N\Meets with Mary since English The English staff
\Elasses are usually affected and the counseling
Jim by field trips. Together they staff establish
. work out a ‘system whereby 10-79 greater rapport.
English teachers have a two- -
week notice of an anticipated
N , | field trip.
Develops a format that students English staff views
are to follow in writing up their ¥ field trips (
Mary " field trips. These reports 11-79 . positively.
becomie a requirement of 9th :
grade English classes. Staff
members see merit in the approach.
Calls a special meeting of the English staff
English department in which it is Justifies FTQ
Mary determined that FTQ's will be 12-79 requirement.
graded and required assignments
ifn English classes.
T
/ Lry -




. . toC . PINPOINTING BARRIERS . ° e
- - o R ‘ . (/*em;,

L v Lo i
-~ ' . - . . . 4

| The fo]]owing forces in my organizationai setting I would consdder
“to be. deterrent forces or barriers-in meeting the goals and obJectives
af our Action Plan for next year and/or more effective’ career guidance
.upolicies, practices, and imp]ementation strategies. (Brieflv describe

each qf these deterrent forces in the SpaCes to ‘the right of the letters )

.6 v
.. L




'fton the “Prioritizing Barrier Horksheet. For exampTe, the ;*"1

.barrier you list first would be the most critical barrier in
- f'members of your group believe they can respond to effectively

"jton the team should" act as ‘a recorder for this exercise..-

o hﬂDirections‘FortThé S a \;\:
| PRIORITIZING BARRIERS WORKSEEET- . |

Ve .
. ) - X - ,.
5 Each team member is to share infbrmation from his/her
“Pinpointing Barriers Horksheet“ with other team members._ -

Using consensus techniques teams then rank order- the barriers

respect to your teannsghrtion Plan. List only t‘ose barriers -

and as a result Tessen or'reduce in the future. . One person
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LT Q_% - Directions For The: . -
S h STRA.‘Z’EGIE'S AMD TAC’."ICS FOR OVERCOMTNG BARRIERS WORKSHEE’T
2 St °' ‘.‘r':. . Lot : A L A R S Lot

) {. ’ '.‘\. TR L ’ ’ ) * ' ‘ '.lc' ]

R

L - Team members are to work on the ”Strategfes and Tactics

for Overcoming Barriers Norksheets“ together.

.ﬂs.-j write one of the barriers your team has identified on your

"Prioritizing Barriers-worksheet " Then, each team will, work

.
) 3

'771?_;7%” together to determine the specific steps you would ‘take to

SP -:;. e]imihiﬂe or ]essen the impact f the. barrier on implementation

0 .
' of your thion Plan. Use one worksheet for each barrier. ‘
,i On’ the back op/ogch worksheet 1ist:the outcomes you anticipate
would occur as a reSu]t of carrying‘out-your plan of action..
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tﬁe ef?ectiveness of their career guidance Action Plan b applyqng Change; ;"ﬁ

agent concepts tb 1ts 1mp1ementation within their schoo1 systems

o i % OBJtcmruﬁs v
R Z . ' I i
s 5 o > 'é‘

’ ‘”,Qlyo Identify your personal attitudes toward the change process.

’6; the change agent relationship 1n pro- 'fiL

l'f

fi°; ﬁ5 Qﬁé Uti]ize characteristics

¢

y motwng career guidance 1mp1ementation.strateg1es.f)
AT 2

:?“: a career guidance action plan. )

- - 4v32 (Nhat does your score‘mean

l;‘ The new, you l;i, =i’;¥ “;‘d,'
“;..',Your role with the super new 1ngredient of "change agent" Ey ii“z

4
5
.-,6
8 3'jj7c iEstabTﬁshing change agent relationships . ;'“ Q'p o s
'féihiChange agent éharacteristics . f’" 4"4: ; ‘"" ;- '..' .
9

rhlrf:;fafThe bugles are blow1ng . ‘»;._t c ;'Vh'f,')/
Pfriﬂh“lo. ;Tactics f;vh;”f V”«E I ‘35~f ‘.. ) /// “




~

i. when we think about change, thjnk of what_needs to be- changed

fuhat make; change happen
]'how programs and organizations change, how we ourse]ves are ab]e

‘_to cha e our behavior or—our ways of doing things Most of us,

' . '\ LY

T ' |
. MAKING CHANGE WORR FOR YOU
SR |

Few of us have thought seriously about hg_w change occurs, |

B {a-‘ "Nho needs newzideas? I can't: do half. the things

. abi]ity to dd it C0nsider the fo]]owing %uotes |

if ;*’ .PQ‘haps you have experienced some of ‘these same frustra»_

tions If you are 1ike most people, -even though you have

3

j,f and in our notions(about who is responsib]e As a Spearhead

" need to get it together _'Ta o o D

__not of- how the change can occur. Both are important .But in

| ‘some ideas about how change occurs, you haven t ever rea]]y

. organized your~thoughts about change. A]though we all agree _

| deve1op and/or change 1ts career guidance program How

: successfuiﬁyour team wiil be depends in part 'upon how you

#

~

dbr thinking and p]anning we are freque t]y frustrated in 1

dea]ing with the what to do*because we la onfidence in our .

B | stopped reading about innovations 'in careers a
Iong ‘time ago--I already have far more ideas than
‘T'1] ever. be‘a le to,put into practice." .

1 want to do no]."

ji“f"Don t talk to, me about p]anning new programs
No matter how gobd the plan is, it probably won’ t
ev?r get off the ground Waote <

+

- ¢

that change witl ahd does occur, we differ as to how it occurs

&eam-you will be making p]ans for he]ping your: schoo] to

$ % hl’

have deV1sed your approach to change As spearheaders, you '

. 4

- 128 j

o 0

L4

Lgﬁat makes change

happen

| Sorting out your

thoughts about
° chatge



devised a Perspectives on Change Inventory.

To ‘help you sort out your thoughts on change, we have

(N3 ve really got
class here; we hope you ve noticed ) You shoui respond with

your basic feelings about the change process in responding to

the Inventory This isn't a test.

It' s a way of‘helping you

to examine your feelings about change and to deveiop a strategy

rs

o

e o8

i
I

o




.'.'m.l a“ ‘ oo ." . ) ‘ %
L Perspectives on Change” Inventory

;o Direct\ons Read” each statement and decide whether you genera]]y agree (A)

or disagree (D). Place a check beside your cho1ce on the line before each
- _ ' statement. Your faci]itator will tell you how to interpret your scores.
. A\ ) .
- A D ‘1; A person can accomp]ish more doing things by him/herse]f than
| ! by 1nvo]v1ng others. _ ' Lo " |
_“-: AL D 2. Invo]vfng Jpeople with‘d1verse backgrounds in a project has ﬁ
great potential tpr helping it to be successfulfh
A__D__ 3. A person Work1ng 15519; A program is usually in a better -~ .
' position to change that program than- someone- work1ng outs1de
PR : |  the program ’ f . P : . )
A D 4, Real]y important program decisjons shoqu be~the responsibility
* of the ciirector or top administrator 4
“A D ' 5. Almost anyone can acquire the ski]]s and att1tudes necessary
~ to get: peop]e to work well. together

A__.D . 6. Rea11stica13y, un]ess a person holds an\ dm1n1strat1ve position,

-+ it is unlikely that’she/he can do much to change the program of

- _ which she/hdis a member.
,Afr; D___ ‘7. The acceptance of a ‘proposed 1dea or act1v1ty is’ d1rect1y |
W ' re]ated to how emphat1c the change agent is about haV1ng the
_ change adapted u o .
A D - :8. Working for group consensus is to be preferred over maJor1ty

) “rule as a way of makfng-dec1s1o S.
A D 91 Individuals should stick pretty much to what they were.h1red
| .for and" leave quest1ons about changes to the adm1n1strators
A‘ D 10. Estab11sh1ng a group‘c11mate where d1fferences/conf11ct are
h freely expressed*improves the 1ikelihood that change can be
3 | ' . accomp]fshed. |

129
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&

‘What does your score mean?

Perhaps responding to those statements was perplex1ng, '
. even 1rr1tat1ng, "Does onp of these stLtements reflect how you Mbaning'qf 8cdores
o felt? “There isn't one answer. " “I agree both ways "oIts ’
» a matter of degree.“ "It depends on the situation.? A1l of-f
~ thege responses are appropriate. It isn't gur intention to
make a: diagnostic judgment or to- elassify anygne. Hhat we are
1ntere§ted in is help1ng you -to 1dent1fy your bas1c perSpective
'_ / towards change--is change someth1ng you, the 1nd1v1dual; have
an 1mportant role 1n or 1s change the reSpons1b1l1ty only of .
those in leadersh1p positions? ) N o o B ‘ l
On th1$ Inventory, a h1gh score is 1nd1cat1ve of the ‘
bel1ef that- the 1nd1v1dual can be a personaT’force for change,
1rrespective of adm1n1strat1ve reSponS|b1l1t1es A Tow score ‘
1s 1nd1cat1ve of the bel1ef that the reSponS1b1l1ty for change w )
S
is reserved for. a select few" within any system . ‘ /.

You w1ll dbw have the opportunity to d1scuss your per- . guestzqns y/u :
should egngider -

sﬁﬁct1ve on’bhanae with other members of your tedn. | Your
facilitator will prov1de you w1th spec1f1c 1nstruct1ons fH
your d1scussiOn we suggest you focus on the following quest1ons
']f what are the\consequences ifonly.a few people 1n a - - A
‘system adopt 1nterest in and'respons1b1l1ty for ghange?
- 2. What mould'a-system;be like where many people were
“turned on" to becoming forcegg for change? .

','3:"Can your system be a "turned on" system? Why? How?

R £
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';:role which includes responsﬂbility for change, the second is

'.aCQUiring specific change agent skills. 1In the last sectipn

-~

‘_have a chance to consider the implications of your assuming {

<to your present role Sound rather neat? Most persons who

.with whom,you w111 be working You know the~say1ng, “Zebras -

The new you

;assisting others, particu]ar1y decision-Makers and administra-_

‘with change agent ski]ls--specific tactics that you can use 1n

' D
' your career guidance Action Plan. 1In this section you wi]] ,y

'engrossing experience. You are where the action is. What you

[
-

~

'Persons actively involved in'Careeriguidance program de-
ve]opment indicate that théy typically need to'coperwith three
major tasks. The first 1s developing 2 definition of their |

tors, to perceive them as change agents, and the third is

of this module, "The bugles are blowing,"- we wil] be dealing f :

.

greater responsibility for change

My name is ... and'J am a.change’ﬁg;nt at_. ' P

In working to assist in career guidance programming ip

ng your school you will be adding new reSponsibi1ities for ehange [3

have become so,involved report that it is a compel]ing and .

are doing makes a difference. It is important, however, that
you clarify for both yourself and others what your-enhanced

responsibi/ities are, - and what they mean for you and those

can t change their stripes " Welf} you are adding}some stripes4 '

and you haz better be ready to explain to others ‘the New You.

N
. s

. K
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ik upon the disadvantages that mig t accrue to working within

In cOnsidering your new role.:it may help you to reflect'

l

your system to bring about change--what some call being an #f’
»'internal change dgent " Host situations. after all have o

trade-offs. So let s begin with some of the less positive S B

¢

: aspects of your new position fs» o

First. you may be so close to the situation (the school
4 _

staff students parents your lover. etc ) that you don t haue ‘

.- a balanced View You may lack perspective Second you max

take on the new role without ever really redefining your role
‘f or having the administrative support to carry it out Third
it may be just another add-on. something more for you to do
but no time allowed to do it.. And fourth. you may hav thei,'
title Change Agent Supreme without the practical skilyZ/and

Q@
knowphow to make it work So you see. be;ng a change agent is

not allxpeaches and cream--yoo could flub up badly But not 1f

.5

‘; we can help it .: -’;.." S ]g'» :

Now for the good part.v As an.insider you (a) know tﬁe
- system like “the back of your hand (b) know what will work and
; what won't‘ (c) know the important. needed changes in your

career guidance program and are prepared to work, for them.
\

and (d) can communicate with others because you know them
[

'j and can swap st0ries and hairy tales with the best of them.«”
. .3=

v
On examdnation. the good probably outweighs the bad

Po

L -

(PR
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negative effects
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Establishing change ggent re'lationshms e -
B Your ro'le “and effectiveness as a change agent wi'lT be )
determined 1n 'large meaSure by the type of relatimships you . ﬂ IdeaZ‘chan‘g& agent -
. “} .relationship
: form—-with other Spearhead Team members and with staff in your ‘ '
. b
system 'l‘his 5ubject has been the object of considerab'le study [ :
_*_anchsarchr-and out of thi&has grown a--consensus- as to what. - - N L
are the characteristics of an idea'l change agent reTat'lonsh'lp
| The fo'l'lowing nine character'ist'lcs represent the resu1ts of
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. -Reciprocity: .

D 4 <
’ .
.. o8 - .
& L

-

:_ngnhéséz_

S

' ,both parties should be able to give

,suggestions B

\t
wr

,'\

:,and take freély of ideas and N

.and approaches 4 o ;h -

‘establishing realistic expectations o

2'4Realistié Expectations:

Lo I
v . . . . [

\

Kf; EXDecfations.oi;Renard{

J‘. to ,‘ R
G e RS
| Structure:

- ﬁinimum Tlli‘e'at{ ' «
j“-Confrontation"of
- Differences:’

Involvement of

All Relevant Parties-

. AN
‘ . S
¥ ' . T
- '
! ' ) . ‘.
£ o

) ;;chan e ~ai

-as Jo what can be accomplished at the

g;onset oﬂ the re]ationship ,‘_,

",Lposstple rewards that can occur ) -

5.:;establishing a goal -directed. relat1on-
IJiprocedures jv S -}ei,“,_;‘
'*.ﬂthe parties to minimize the impor-

-;working t0*reduce ahxiety and threat

ft,about potential changés

e ﬁopen discussion of differing J?ew- '

‘points and feelings

Y
v

\'__,/
‘4h4likely to be involved~1n the change

These items were- adopted from:. ;
ts 'uide to inriovation in educatior,
Educational Technology Puﬂlﬁcations, l973

'assisting the client to see the )
. (.J ’

734ship with, d&fined roles and working b B

v

.

‘r‘reducing disproportionate power among .

'lftance of power in the decnsion making i

T
N

relating to and 1nvolv1ng all people ’7;3

'.',;‘

Havelo The:

. S »
Sy : ‘- .
.

: f’willingness to’ be open to new jdeas
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' Change agent character1st1cs

&

Knovnng what ar:ejt;he &si’b]e change agent charactems- | The "look" of a .
- N v ' change agent :

But what is important is whether

't1cs 15, of coursa, -val uab1

you and your team members can apply them "to the "lmplementatwn .

. of your career gmdance Ac*n Plan. (!(hov'nng 1s'gdod, but ]

usmg‘is super., L | ’ , S 1 -1 .

' Fon"the next activity yo’u will-work in Jour teams." Each . :

team member is to choose one or more change agent charactems- - \l

't and study’ 1t (them) to see how it (they)/((l‘:e.uged to
| fac1"|1ta_te-the 1mp'|ementat1on of‘ ‘the ‘career gu1dance_A€:ti'on'

Plan.. You will then shaﬁre your utilization ;deas with other- . ‘

" ... team'members and incorp‘orate your suggestions into your plans.

[ V. . .. . ’ ’ IN

.The bugles are b’lomj - _

U The response of many peopie to change can be 'I1kened to I
the weather--it is eometh'lng you talk about but don't do T
a‘n}thing abon% Freqnent'ly you fhave the desire, hut }'ou don't F’omc.zrd.’: Aetion!

A ’ %
e the necessary change agent skills. So, rather than rush ‘ ‘
» Y

’ ‘e

headlong ipto 1gnorance and confusion, you wait for someone
else to take the initiative. And you 'sit back passivdly and -
!Z_aj:_- This section is 1ntended to ¢ __ha_ngg that s1tuat1on '
(Notice h/’ow we Stay in there with cha e!) We 1ntend here to
. provide you with.a number of tactics and behaviors used
successfully by changel agents for over--well, we don't want

- to.get carried away with our own rhe r1c S1mp'|y, wé believe

that, used Jud1c1ous'ly, the fol'low'mg tactu.s can' be of real
.q

~help to you,1n making change\o: cur.’




‘Discuss each of the tactics with your team members. Your
task will be to adopt two of the tactics for use in your Action
'PIan Be precise! Indicate how and. when you will use the tac-

tics you have chosen. Hopefully (we rea11y mean’ to say, “lgg

will be able to «uss" but modesty‘becomps us) you wili develop 5 o
a repertofre of both tactics and applications which your
Spearhead Team can immedi te]y use. The stakes are high, e
exc1tement permeates the 1r, the bugles are blowing--so, gen- R
- tlepersons, join with your)team and may the beSt team -win the
-~ -coveted triple-crown of imagination, innovation, and jnventjon.
. You're off!! - ' | ‘ |
' Tactics ! ) oo e_ S
"}he fo1low1ng approaches/procedures can be"used indi \\4 ' .
vidually or combined into a general plan. They are not an
N ovgrall strategy, but, rather, ‘specific behav1ors which cap
| oe used wheoever and -wherever they seem appropriate’ to
\ interna] change agents. o . ’ \
1. Highlighting the need for, change. One of the most Highlighting the

Lo : : : . ¢ . 1 need
important and least frequently emphasized tactics is for

* change agents to sensitize a system to the need for change.
Unless there is a generalized readiness to develop new; or .
reconsider existing, goals and procedures, a change effort
may well be futile. Change teams may &evote a :;Jor part of

their initial efforts 'to helping a system look at itself and .

review where it is andyere it wants to be. Some actions

that may be taken are: (a) having people share images of

7 S 1497




_ what things ¢6u}& be: 1ike; (b) jntroducing data Qn the opera-
tion of the system (suﬁ?eys of opinions and feelings, etc.);
(c)‘ho]ding meetingé to check out how people feel about the

need* to learn if.there is a shared feeling about the need

for change, and (d) offering alternative mode]s to the preseht

system for review and discussion.

knowledge power. To changeor not to éhange is Using knowledbé
: & : ! pouwer
freqqentlyzdeeided by who has the most knowledge power, i.e.,

.the person most informed on the. issue. In particulpr, the
. o) ) ,‘4‘ .
use of a national information system such as ERIC arms the

chahge.agent withlrelevant; current project and practice

rdata regarding whap has been tried,- under what ;onditions.
and with what outcomes. Systematically undertaking a search

* of an area or topié provides excellent dpcuﬁentation that a 4 ;

: 5rob1e6‘exists and also suggests ways ofjfesponding to it.

3. Zero:based piloting. The adroit change agent is Zero-based piloting

sensitive to the natural suspicions that people have to -
tryeout;. It is a common-ﬁuspicion that once introduéed;‘
a practice is nevér drbpped. The change agent makes clear .
'that the trial adoption of a new practice ig time-1imited g
and experimental. In‘particu]ar,'a zero-based ;&obtion

_strategy is used--at the end of the planned-for life qf'the

innovatign, it is automatically discontinued. A debriefing

session {§ held to review the history and outcomes of the
4'<1nnovatio s if it is favorably reviewed, it is given a "new
= ) '.
1ife."k i& »-based pilotiny encouragg; tr1als,and experimen-

14 8
11ows innovations. to prove.themselves or be dropped.

tatior \?&‘é{
—&,\‘g R \




*d

" closely assqciated with the development of an innovation,\the

,adoption. ‘\ . .

Y,
Y

4. Low profﬁ]ing--sbreading the rewards. In many

s

s1tuat1ons, peop]e s response¥o a new idea is d1rected as §1~ .

much to’ the,person(s) introducing the 1dea as to the idea
itself. wh11e that may be to the advantage of .the change
agent, it‘may a]sollead to jealousy and resentment tOwafd the
change agent and hinder the adoption of ideas. Many are the.
ideas that have been rejected because of a desire to deny
credﬁt to the change agent for their deve]opment

Part1cu1ar1y in volatile situalions, it may be wiee for

the .change agent todfvest her/himself of identification with

the innovation. y be far more diplomatic, and far more
[4

effective, to give nominal credit to a high influential or

decision-maker for the innovation. If someone else is more

change agent mayyalso be in a better position to work for its
.(

\
i

5. Knowing when to act. "There is a,right time for

everything" is an adage.to which we shou]d -give part1cu1ar
heed Know1ng when to intervene, to propose an 1nnovat1on,
is frequent]y as 1mportant tq.the outcome as the qua11ty of
the innovation 1tse1f No one can prescrsfbe with any cer-
tainty what are the best times to intervene--both crisis and

A Y

tranquil periods can offér favorable opportunities, given

that.other factors are appropriate. The crucial point is
for the change agent to give careful attention to studying

both the system and key influentials within the system in
- '  J

deciding when it is time to act. Asee;sing the system's

current needs, examining the attitudes'of key influentials,

! Bp}'eadirz'g ‘the -
-1 . rewards

! \"t‘an (

'y

B

-«
5



and revieying other comoeting demands and interests are
minimum requisite steps. And, of coqrse;’the patience to act
'only'when you determineftt is right, and to take on only as
.‘nuch as needed, are critical timing?tactors.

.

< 6. Knowing which forces to respond to. Any'goal or

objective evokes both supporting and restraining forces.
Hhen faced with the choice of whether.to emphasize the
supporting forces or respond to the restraining s, there

is a naturaJ tendency tojﬂush harder for the "why we shou]% ’

do something™ and ignore theé "why nots." Unfortunately, . ]
that often happends is that as you increase the support, you
a]so esca]ate the restraints. ?he result is a head- to'head

- impasse. A more adroit approach is to let the €“pport1ng
forces stand, and concentrate on 1dent1fy1ng and coping w1tt3 \
the restraining forces. If the change agent is able to reduce
or eliminate the restraining forcee (the why nots), the
supporting forces (the’ whys) will press for adoption and

assist the change agent in reaching the goal SometTnes

forceful is foo]1sh and coping is copatet1c (

, .

 Surfmary .]

Though we may not fully understand’it crange is
someth1ng that we a]l experience. - Perhaps we understand
even lesgnweil that we can be an active force for change in
the systems in which we work. At a time when institutional
credibility and 1eadership are often questioned,.it seems

particu]ar]y critical that we regard change as too important

to leave to just a select few. Career guidance, 1f it is to

C

Pmnpoznttng responses-




v

/

/

K

be effective, requires the p#rticipation of all school staff.

'}_Qg, regardless of your pési/tion, fan,acquir‘e the skills to be

an effective qha_nge"agen"t,"a'nd can be the dynamic force behind
making\_changé happen. | '

- h v
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CONCLUSION
- - i

S

You should now'be well on your way to developing an.Actiop

A

o Plan'which will help you desigp and implement a career gu?ﬁance

program that will mget the needs of thdse you serve in your
back-home setting. : o

| Be$ore 1ea91hg this seésion:.however, you should re-assess
your’ConSensus~SeeLing Behéviors‘Ratiqg Sca]e both indi&iduai]y
énd as a team, just as you did ea(]iéf in the workshop experi-
ence. Complefe the Post-workshop &oTumn on fhose two" sheets

and"discuss any Chénge; with your team members.

As you coniinué to develop your career guidance program,

keep in mind that many programs are often supcessfd] becayse‘

. ) ] .
they are based on the combiged efforts of all team members S
& i

i

.and a systemafic plan of foTlow-up. ,You now have the skills

b

necessary to increase your program's chances for success.

)

Good Tuck--keep at it! o ¥

=,
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.Before the llo'r'kshgp:"u-:-1"-V

“V”} these will'be hahdled. . L T

-f,'rﬁoTEs7fQé'THEjﬁonksuéﬁ'FAciLITAtoRéh-
.”1¢f T
¥ouf’role is crucial to the success of the workshop. You are
responsjble for-setting the tone at the very beginning, keeping things
moving at an appropriate pace, sensing when participants are ready for |
a break adapting materialS@gﬁ*;imes to participants needs, providing
transition between activities, leading discussions, and answering :

questions that may arise about content or processes. Thé.key to a

ai' succeSSful workshop is preparation. You need t00be totally familiar

with the content, the materials, and the flow of the activities in. the -
module. Your confidence and serenity will communicate to participants
and givthhem a sense of seourity--a.feeling that you kngtjwhat you re ‘_"
dOing and they re in good hands. (ii;

' The following are a few_suggestions that that may be gf help to you as.

! : )

: you plan for this workshop. | ' R :,if ﬁf“? S

<

1- ,Study the module and this Guide thoroughly. Note' how. sessions
fit together and build on each other, - Read the Eontent Of each session .

in the modUle itself Become familiar with the main points.
__,Z.. Prepare any materials needed ahead ofytime. Each portion of
his Guide has a section describing what will be: needed in that session.
You also may decide to. use name tags, registration forms etc

" Decide if you want regdstration forms and, Af you do, how
N S .

e

4 Have plenty'of blank paper, newsprlnt, felt peg: an- easel,

N, a N



‘a b]ackboard chalk and eraser, and a modu]e copy for each participant.

5. Check the. room arrangement. There shou)d be one table and

enough chairs for each team:‘ People will -need room for their materials.

There shou]d be enough space betwdén tables for teams to work together

\

without bothering on be1ng bothered by 6thers

C

’~¢—w~~*m__mm_ﬁl,‘Check.with the hosts on the heat orﬁ61r-conditioning*and the
" lighting: | |
' 7. ‘Meet with other members of the facilitation team to clarify

L\s

who is responsible for what, and make final plans for running the

4 N

- workshop. .

SR Jas . . '

<i§E?"T . 8. Decide how %o handle the coffee breaks, lunch, etc. "
. ’

. At the Workshop:

1. Arrive ahead of the scheduled time to begﬁn Organize your

mater1a]s° check the room arrangement see about ash trays check the

('

]1ghts and temperature, make any last minute adJustments that may be

needed. { And allow some time to compose yourself before participants
, 3 L\

v

arrive. ) Ty ' , I —\;7

< 2. Greet early participants aa.they arrive. This may become

1mposs1b1e whén the groLp becomes ]i‘Eer but 1t beg1ns the sett1ng of
. a friendly and informal tone. \
' 3j Start on time if at all possible, and stick to the schedule.
4: Keepythe tone iight and informal, but:tusineSSLlike. You will
’want‘to convey a sense of relaxation and warmth, along with the feeling
that the work to be done 1s serious and highly l’portant to thelr

career -guidance- program development
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5. Maintain a feeling of urgency, but not.a hassled kind of °

'pressure._ Keep things moving so that participants will be alert and

N ) s . 7, .
motivated. o o

6. Be enthusiastic. Your excitement will set a model .for others.'

_.f.. In diséussion

¢

honor the contributions of each part1C1pant”
iry to make each person ee] important to the group. ' |
8. Do some proées

~are goMg, keep papf//f

checking from tjme to tim?, Ask how things

nts aware of time limits warn ‘them ahead of ..

8
L

time, etc.
Y

: 9. Have fun. Re]ax‘ Enjoy. Trust, the group You're helping
them to do what they want to do and need to do

/ v

~ . )
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jin the workshop.,

.acquainted activity o

Lot . .

< '_a. " e 3 " ‘\"'

S U o\ GETTING STARTED. . . . .
el e e .

L a¥ﬁ‘ o SN
: Total'time' -

Nelcome the participants to Yhe workshop
Introduce yourﬁelf and your facilitation ‘team, members to the

'fgroup- Tell something of your background and deSCribe your role

L
R // L 4

Answer any questions that.may arise‘\\ﬁ\“‘mdve into the get-
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Total time., "Hum-Di nger”

25 min.

v

- {2 inin.)

reparétion.. Decide how many groups of about ﬁve can be formed

' GET-ACQUAINTED ACTIVITY

~ -

f:umses: To provide ;arway for 'participants to meet each other in

~ small groups. : - ' | .
. ,‘ To fac litate contact between, a11 'i'nembers of a large
' group in a c)imate of infonnality kd humor .

To e plore a novel way of . generating movement: and

activity. t o : B B

To set a positive tone for the workshop

T
‘\

.

-—

s

" from the total group.  Choose: titles of familiar songs
("Jing'le Bells,"} “"Home:- on. the Range," "Goodnight, Ladies,"__ L
etc.), one i"ola each of . the proposed groups. Wri)te the ‘names
.of the songs on shps of paper, one slipfor each person.

Examp]e.. If you have 28 people, you-might,deci_qe_.to form 6

groups- 4 groups of 5 and 2 groups of 4. This méans that

., you would write the names of 6 fongs on 28 slips of paper, 5

slips for one song, 5 for another, etc. B4
-

Procedures. Introduce the activ1ty in any way that is comforvtable k

« !

for you. "We are conducting a talent search"ﬂ "we reahze
how much hidden_ talent is "in the room," "Peop]e sometimes -. '
,need he'lp in- sayfg hei‘lo,'f etc.. - X ' '. -
'Te]‘l them that they will be gwen the name of a song
which they are, not t%,;reveal to any:ne.. Then distribute the B .
. ', papers with song titles one to each person Try ‘to ,give '# . o a

aarh mnmhnr nf +ha cél‘n +aam m AIELamant man~ +88T o



- :f“ufftﬁ,V,a=§,,;. RN IR
At a given signal teil theg that each person s to stand
“UPy start hunnﬁng or singing the song, and find others who are

o .

g singing the same tuneu Advjse them of the number of groups

and the appropriate_siEE"of‘tﬁe‘gr ups———~—«_-~_ec_;,;%]; v;“mvg
: Teli theni that when their group finds each Gther, they

5ifg° " N ,should draw some chairs together and’ wait for further in-
o f: f. structions. Then tell them to stand and begin the search for- .
:fiaf:};5'fgff‘;yt:.; the other group members | -l' . ’
; ?-gjffhiiﬁ-?gf”"f‘; “hen all. groups have formed, teil then the foliowing:
' .,"{ - f’ s ;""Each person in each group has two things t° d° =
- ‘.' . ; 1. Introduce yourself to the others in your‘group, and -
:‘,&,y,;;,me{ :1}f-; T . 2. Tell the others about some part of your career :
;if?ji;:l" . 7“'.a guidance program that you believe. is-a real strength B
‘:“' - ";:' ;“'-" Each person should take no. more than 3 minutes to pré%ent
y . (f ;}b,} this information, and anyone in the group may choose to- begin
. ;(TS‘min.Y-‘r o Then tell the groups to begin whi]e members are
AR : interaoting, you shouid keep tabs on their PFOQVESS by walking
..'%.'_} ”‘ among them Try to keep them moving at the same pace, and

«advise: them of how much timesthey have left about 5 nﬁnutes

before timex&i:ﬂif”/ '*g‘ , l-- N

. "c(3‘min!L Foilow up: Nhen the activity is concluded, persons may wish to
".'/5Q\T' . 1' share gene kinds of reactions in the total group, but any |
PR | discussion should be kept‘very short At this point you move
into the Communications Act1v1§\\ People should remain 1n

the sarie groups for this act1V1%y e - S

TN
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/ ! "j S o A
b 2‘, A COMMUNICATIONS acTviry. .

'" " l . ' L . . . ) _ 2 .
e Note"'ﬁere is no re?c:ing material in the partitipants materia‘fs

‘ - foerr;: activity., \ ) . )

u '-Tofa]qt'_'i‘me. urEoses; open lines of con'mdnication among participants, and

T mn, ) .
- .»°- ! between participants and workshop faciiitato‘s - ‘ ‘ ‘.

.

e e "o

L emphasize the importance of comnunication and how it .
affects feeiings and behavior ' )

| .l 5 e Preparation’ Write the foHowing questions on the chaikboard or
S ' . newsprint . :_.- ' T S
. . . * . . . . ‘. o
e "'. 1. How did you become a member of'your team--who gave

v - .
Ve . . -4

L ‘you the message. how was it given? I i

. L -
o 'n_' o ’2 ~Uhat were (are *your feeiings about being on your team?

o % Were they affected by’ the type of comnunication? what other

o . . 'j' infiuenceSf affected your feelings about being an your team7 >
L' _ 3. "Nhat are yeur feeiings about ’an& moavartion toward ’
R . - this workshopl e _— ':?-' -,

| (2 min'.-).' ; ﬂr_tm Dispiayetn,,questioni’and ask aH participants to con- v

Ce '_ sider the questions

1

, D ' .
’; hink how they wouid ahSwer them They -

._. s R dd"not have to write he%‘esponses Now ask that each parti-

(15 min ) %p\t share verbaiiy her/hi's answers W’“il other group members
q L Each pex:%on shouid take no. 1onger than 3 minutes Keep tab ong°
‘ ,' . " ' the‘ groups progress(by waiking among them, and try to keep them

“

’ - 'hlovhng;at the same _pace. Warn them 5. minutes before time is up.

(16 'm‘ih.;_.):.:f" FoHow up.l At the conciusion of the activity, conduct a totai group
<L discussion about comunication foc"used on questions hke the ‘
IV foiiowing IR TR '

. : ) >.
. "t . .

’ . ) .

E CoE L <, ! N

R ) '(‘ e B . . : ,

. AR IR . ]
: L .o . ' 8 PR EY .~ 9, . . i . . . .
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2 [ X ,l “ Coe o N Md"‘ ./ '~A ".‘ A“. -a". ‘ : " J, LN , ‘ e .
N . _ X . . . e ‘i.;..; . _J' v..' K N : J

Total ti : s : Exp]ain that the’introductory actiuitihs were designed to he]p them |
15 m .

n.
N get to know one another’betteru to 1earn about significant strengths in

_,f._‘ .‘ T \~ at '
— Lto_hi1ﬁ_fﬁ__ rdalize anew.*from their own’ experience, the impo;tance of ;
1.?effective gommunication and 1ts iingering impact on, subsequent attitudes

-».and behaviors. Exp]ain that th&y will now get into the "meat" of the -

'f;=¢f other career guidand! pro :f'— (when there are more than one team); and B

v

-~

L % '.'Workshop.

. ' A'- . ) . . . . .
. X . ; y «

Di ibﬂte the participant materia]s and ask participants to read

f~the Introduction"'Then go over the Goal and the Objectives with the

P ' participants. , _A_g;that the objectives are outcomes that they
: 'hnmy'e t to rea]ize from having participatedcin the program /‘

the Day 1 Outiine Answer any questions that may arise

“ . e Kl o :
A . A . T " v . . ‘}. O e B
. oo ' e ' : ‘ : ' : SR

£
PR S Y A . R ’; . Ly T e .o - . . ) .
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N NEEDS ASSESSMENT - .

Total 1r'_lg Pum oses" To review the'purposes for conducting needs assessment.

P

To provide models for, coﬁduct‘lng needs assessments of

( -students staff and counselorsr . :
| reperation: None. < . .
» Procedures-w: Ask participants: to Meeds A"ssessment"' materi‘al-, ‘(
| ’ 'p"l5-l8~ When they have finished, emphasize for them the ~ . |
-‘ S : . 1mportant poig_gs of the read1ng _ - R (_ i
S 1. ‘Determination of. needs is the ﬂrst step in plann1ng '
N‘\ .‘ a competency-based car,eer gu'ldance program It provlde? . v “
| " ~ a. a ratiomale, |, o t f B
- b. a start'lng point\i( |
' . c ad'lrect'non, S :/J
. v d.'v a basis for evaluat'lon, - T .
: Fo o ) o e author'lzat'lon to cont'lnue or perm'lss'lon to stop |
'1 2. Data' should be collected and analyzed m three areas
" program, clients, resources : f- . P o
‘ ' ,, S A __g___ means all” gu'ldance serv1ces » ) ‘
. - b Clients 1 means’ everyone 1nvolved in the program .
| /.students faculty,‘ admin'lstrators, parents, ¢
o - commnity. - B S .
| ; . | PR -2 Resources means staff, facil'lt'les, mafer-lals, ,' ' AR
. - o . "money‘ _v ‘ § \/  '. F Bt
." 4 . Needs assessment 1nvolves'tlZ’:omm1tment of‘ev_eryone N
. 1n the client groups ’ b PR | :
o ' \\\ .
R ,1154\,“‘\’;4 ,'é
L \ b



- 4. The results of the data ana]ysis should be dis§bmtnated

.
. .
. Yy )

and used to promote change and growth.

;JN \ . - o R  . .. | y

# Explain that,gery shortly the team will be identifying
some goals for their career guidam:e programs--and th'ls 11]
mean being able to come to a\gaeement or consensus as to what L
IK/ - the goals wiﬁ be. ' 0ften this stage can be a stumbl'lng blqck ( .
‘ | in’ the team' S funct'lon'lng, es ;rarious team'membe;;s‘exhibjt. =
resistance or are unable to contribute’.’in a positive wa& to, N -

" the gr"oup | Therefore,’?it i appropr}ate -to begin this day of

[}
¥




« e . <.

L] 3 ’

| o v -_';coussusus-stskxhe:Acnv'x_Tv. o L .

" . - 7/, - . A . P %
. - S . .\/" . : .

;Totai time Pugpose H To teach effective consensus seeking behaviors in taskr | -
3 ming . o . . S T

h

u To observe how needs assessment data can ‘be’ translated into e

RS reaiistic goals . , _
, Preparation' ; - ‘_} N S S e o | R
;'; S ;j'hh o 1 Prepare roies for the six ro]e-p]ayers e '

“‘“{:» ;("' :_".;'\ 'a. Print the‘#ollowi g. tities in 1arge 1etters on six ]
U BTN pieces of paper or cardboard | '_ L A
. .*Principaﬂ _ﬁ"' o ,if . o
o T D Guidance Director e
R * - .} Physical Education Teachews
TR R ‘Business Teacher ' '

.- Counselor 1 -
‘;Counselor 2.

»

“;2 f"_- . ﬂ.' s b. Tie- string'on each $0 that the role players can wear -

2

athe titles around their necks _ o
\{ c. Write the same titjes on six smai] pie;g3$pf paper '

2 Dup]icate six cppies of the “Ro]elﬁiav O_.n'gﬁmﬁon-she t? il

e " (Do this only.jf more than six peop/;,are participatind?in the ff"
- a3 workshop ) o | A o _
_- 3; Dup]icage enough copies of the “Process Qbservation Sheet"?v:
S .~.‘ for ail’other members of the group (Same quaiification as in,ro 2 )
R 'r~f - Duplicate the ribed .:,: '

:i;vifj;;.:fiifyi. R Have a shé@{% ENSD ?;7:"' - ﬂ': i’_::;'f

each team 5 ST "[T_ R '"'v-'-*if-*'i'j.éi-f -

- (5 min ) Procedures Have the group read the text on "Consensus seeking

I ‘e

Emphasize the~foliowing points

e T - . . . "




- l;; Synergy is gquup energy and.means thgt the whole is
;Qda s s R more than the sum of {ts parts.;% T ]{‘
| ' :2; Confl ¢t is unavoidable and is viewed as helpful when

'7>"""~. _ individuals look for commonalities in differing points of view.

but not necessarily dnanimity
\

a. Everyone should recognize that all of us have various s
kinds of needs and_motivations.. Sqme we may try to hide from

. others, some may be’ hidden even from ourselves.

“ .

. 5. Successful group behavior involves sensitivity to the
needs of others and often requires compromise or subJugation
| of - our ‘own. needs..l_ _ g ' 'v L
(lo min.). 2 Exp]ain that the participants are now going to observe or .

gact as a’ task group at work Have them read the “Role-play

" 3

situation and "Background" in the text.

Ask for six volunteers to assume the roles. Give each of
X

the role pieyers a role and the accompanying cardboard t1tle
SRR Have them leave the group to- study their roles They should nbt
A Y b | - p—

- reveal the role-description to anyone .

Now ‘ask for six volunteers to act as observers (when there .
ei i o . are extra people) Each observer will be a "shadow" to_one of
if;i . _'_the role players.i Give each “shadow" the title of -a role player :
' Lo -fand a copy of the "Role-Piay Observation Sheet.". i . |
;:' f}li'““iin . Tell the rest of the group that they are to. be group‘pro- |
o cess observers and giwg each person a copyeof the "Brocess
l'"§; . a - '0bservation Sheet“ on which -to take notes.

After you have distributed both forms, tell the group

A R
E Consensus m§§ns substantial agreement among members,, ' -



N

I'}i‘"__'_eet with the six role p1ayers._-(..'"_‘."_._'.

_k- 1s .to."use tﬁe data provided and come -
or-Madison s guidance -program._ d

The mo_.-e s ncerely they can perfonn*'their roles. the mofe ef- -




| Have t

ion the' behaviors to see.if improvement‘has occurred R

v‘.‘ | 4_.}..;. 9
“). - > e

distribute oﬁe “Consensus-seeking Behaviors Rating Scale"

to each individuai and one copy of a different co]or to eacﬂ'l,

? team Exnfkin the directions and have everyone comp]ete the

-

scale. o _-‘- ,

=

Then have the teams discuss thef; individua] ratings and

c/me to consensus on the apprOpriate number for thQ,EEEE
]em put the number decided uQ\n by the "tedm in the - ‘,;"
"Sqorg" column of the single team copy. S ,' -
Ask each team to .identify at least ohe consensus-seeking

behavior which they, as a team, wish to 1mprove. Tell them

to star it on .their rat1ng scales. During: the two days of the

workshop they are to practice and work on'improving this behavior.
N

At the end of the workshop, the~ teams will rate themselves aga1n

Do’ notnallow too much t1me r this, and keep things mov1ng,

as you are now ready to move 1nto the next- activ1ty, “Goal

Setting ne o

.
. N

“

“
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Y ROLES FOR ROLE PLAY

Principal. You are a former coach. EssentiaI]y yolr support guidance services but
you tﬁEnF it's up to the director to prove the worth -of the department and person-

nelg: Lately you have been examining the department critically. - You think the ~
direCtor could exhibit more leadetship. Yqu and the P.E. teacher have a‘lot ip -
common; you-know the business teacher is highly respected in the schgol; you think

Counselor 1 has "far out".ideas; you feel closer to Counselorké because you-sense

- stability.and know she/he will cooperate: U A

~Guidance Director. You know that the: guidance’ program-and personnel have to
Tdeliver,™ or perish. You are anxious to set some realistic, highly visible

goals that will attest to the necessity for, and effectiveness of, the guidance

.program. You feel that the principal has been somewhat negative toward you lately

and. you want to .impfess him/her with your leadership skills dfid dynamism.. You

‘are anxious to be fair and impartial, but you -do want to get the job .done. You- _

are grateful to the P.E. teacher and Counselor T for volunteering and hope the
business teacher and Counselor 2 will support you. ‘

_ Q : ' e
P.E. Teacher. You are ju§p starﬁ?ng‘your teaching career and are full of ideas
and enthusiasm. You volunteered to be on this Committee because you like action
and want to see changes made' in this doddering old schQol. You are impatient

with the Director and Counselor 2 because they never seem to accomplish anything.

.. Counselor 1 isjmore your style. You-are properly respectful of the principal and

Mo
\
.

r 4

- you want to be a counselor--you think you could "turn around" the whole-department.
. i . - \ . N . . v

>

“

)

the business téacher because of their power, but not at all intimidatéd. You
interrupt often and continually put forth new, spmetimes bizarre, ideas. WSecretly

Business Teacher. You are an "influential" at Madison. Other staff members rely
on your opinions and judgment. You believe in vocational education; after all,.

you've been teaching employability skills for years. Career guidance is sométbing*'
else, and you don't fully understand it or see the need for it. You are on this

committee because you .were asked to be, but you'ré not about to be "carried away"

and commit yourself to some.hair-brained ideas. You feel a responsibility ﬁo‘allﬁl

other staff members, and you- know they are Hgﬁéhaing on you to protect their
interests. . ' . . , o

) ] . "’ ) . . - - ‘ [
Counselor 1. You volunteered to serve on-the committee because you want to see
changes made in the Guidance Department.  You're capable, energetic,a "do=er."

You use humor frequently and may appear not to attend to the.discussion. However, . '

you are impatient when things _move:stowly and really are task ‘riented.- Qften
you .seek closure prematurely hecause of'your desite to gg&kgg;aéth the task-.

*Ybu~re1ate well with everyone, although you don't have téoymich respect for -your.
' Director and, think the principal .is {00 conservative. . - = - o 8

Counselor 2. You have seen new programs come and go over the years .and feel that
this is another idea that will blow over. You are dependable and conscientious
but rarely volunteer. You don't offer ideas but simply. try to clarify what your
role’and responsibilities will be in any new program. -You keep neat, files and

like to administer and score tests. You offer to be the recorder foh the meetings.

You resent Counselor 1 because she/he threatens to disturb the Status quo. You'll
do what the Committee decides, but you hope any changes will be minimal. - '

- , s . . .

FLE .
A T .. - . -

- . .o B v

v

fj “< ; L | ';L‘:lsgly‘g(;c):_

- . . . - I )
. n . - '] a4 " L

»



4 ;' A career guidance needs ~assessment conducted at Madison High SchooT
. revealed .that: _ _ . . ,
f" T e T.‘ Students needed most heTp in: 7 A | o,
e LT choosing a career, - ’ \ S
= === =b. " knowing how the ‘courses they were- taking related to their Ty
e career plans, . | _ e

. - €. making decisions." o » .

2. CounseTors needed most help in:

b
-

a. group guidance techniques,

b.. designing and maintaining a career “resource center,

¢. -developing career guidance practices for special student
groups. . .

3 Teachers needed most heTp in:
. a consuTting with parents, ‘ é
b. helping students acquire effective study skills,
"c. Orelating their school subjects to occupations.

Lo The principal a ointed thg’Guidance Director to be chairperson of
i a committee of the pp}mpal unselors, and teachers to study the :
-assessment data -and -d veTOp some goals for next year.. = - S

P Today 1s the second meeting of the committee. In its first session

- the group went over .the data and lisfed the ‘needs for each populatioh in

order of priority. Today. the committee is. to develop at least two goals -
for the career guidance program which the whole Madison staff will support

- Background ' e oL , : o
' Guidance is ”under the gun” at Madison because the ‘last hond 1ssue .
uifailed and there is*talk of abolishing the entire guidance pr ’

n The school board at its last meeting inquired about tpe data from

a.u“_m the neéds assessment and indicated that it wants “results.” Board nfem-

‘ -bers had- just returped from a seminar on competency-based ‘education and -
. were turned on to implementing these ideas and practices in Madison

/schools.rf . $g*%ﬁl«ie . S

. Mixed feelings_ahound at Madison over this newiopproach to program-
‘ ming. The staff is not totally satisfied With the Guidance Department

~and would 1ike to see improvement, but most of ‘them don't want .any’sweeping

changes in their own functions as a resuTt of the needs assessment
-  The guidance director was a.teacher, han time counselor, and fuTT-
time counse]or for e ght years before he/she was appointed diﬂ'ctor three

R “.(, N . ) . \, . L : ’ L /
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. years ago. Older teachers on the faculty remember the direcfor\as a

’.

-teachen and have\\:ver accepted the new role. ‘o R
.The. principal has been at Madison for two years- and enJoys a reputa- -
tion as an enthusiastic and dedicated leader, if somewhat conservative.

Jhe principal evidences no strong support: for guidan®e and is willing te go
=the way, the- winy blows so far as retaining or terminating guidance services.

One counselor and one‘teacher volunteered to be on the.committee;

. the Director asked another counselor and another teacher to serve also. - ¥
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i‘i'ﬁgeAeTGV#gat'dégféé ¢%d7%h9'ﬁéﬁbéFﬂ§é§ﬁ?mhtivéféﬁ~bywbeﬁ56neiieoneerﬂs? 

: _.q}.;v',;. ~

5 ‘:hat approach did the member take iﬁ Attempting to influence,the ol
roup? o o _ _ .

Aruitoxt provided by Eic:



f‘t. - \ -
e N ~Process-Observatifn Sheet -
SR . . ! . St . . . .

e~ e e :
Atmogphere o ‘ '11,*jqu : v

1. .To what degree were the committee members cooperat1ng w1th each

/f/ > other? :
e T
A

2. Nhat was the feeling tone at various stageS? e

g

<

1_. . . o AR

- . . i . : :
= } S . - a

Val . T ‘ - . . \ )
" h . . . ’ : ] . : .. . v . . 8
Cpa y - . o . - '
‘Participation . : S
‘ ¢

'“3.; Who were the high and. Tew participators?

, 4. What was the relationship: between ]eve] of participation and
o the accomp]ishment -of the task7 o .

» . ! .
' ' - b s w [
. o Y
,.' \ \ 1l i [}
. L ':;’ - ]
S N N »
Commitment ' .
. 5., To'what degree were members commntted tb a _common. goa]?

o = h . . \". v , ! ' 3 ‘ .

[ : ,‘ . ) ) ~ AT >, ) o : . ‘v

L . . “' . | I . Qn_ .‘ . . . - .'-
. 6. What metives did youy infer .for each of the members?” ', LS
AN ‘ ' : ' NI 4
. . -~ é h ’ '
s : s
T o~ L Y . o
' Y I oo e ot .

- 163, , : . LT
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o ) , . ' s } . N \ L | ) . ) r -‘a B
Ay oo o CONSENSUS,SERKING BE@AVE}Q FATING SCALE :
¢ y L, , , ; R . ‘ ’ '

| “g‘_ . SN L v, . v,v . . g 0 o 13
~+- Circle the nusber that, in your judgnent, represents the way menbérs on your team behave, Hhte the reasay’ for

- “your. gcoring in the,section labeled “Conpeht,

Judguent about the a

[

% Wher'Syou havé finished,, discuss the scores gl
ppropriate nutber, and place that nurber i the “Score" colum.

ether, cone to a {roup.

4’.‘

-

. e - [Yardy any of [ Once i1 ) About half the W'e'crfo ths s w a rec‘z}l T m ,
‘ g da this uhile ve do | dine we do mst of the | strength of / || Pre- | Bpeg- |
' ever s ¢ |tim o loweam |l vorkehop vorkshoy
Express deas freely 1 i 3 4 ¥ K
Coment: " - 1 ‘ | | \ " . '
Express Teelngs |~ 1 ) 5 = 1.
ey N - K
' Covm;ent: | 9
o ,\ 1] “ . \ '
Listen to others I 2 3 4 ‘i 4 Cd
_ Comnent: S o S |
, a ‘ ‘ 4 T ) | l
& Look for comonali- ! "2 3 T 4 § '
© ties in differing . | Y ‘ e
points of view - } -
' ‘ B "\ . ‘,. ' l' . -
Compeint : ‘o C '
. Y ' ‘ v ( h ]
Horor coments of -1 2 3 4 '§ J
¢ all tean/pinbers ‘ "
i V‘ ‘ ! \ ‘. ‘~
Comment: ' \ ‘ \ v ’
| gjstuss group: pro- 1 R 3 ] 4 §
~ cess when needed Wl S '
4, Comment ?’ ¥
a ; |
Nork toward teay 1 ] 3 A 5
- Qoal ryther than | .
, h’{ldiv,idual quals A\ '
Coment; - _—
: . v ¢ f '
. T -
. Total seore; N fr
', ‘ ' 5166



Total time
/ __7__

0 min.

/
- _ ment data, With accon'lpanying ratiooa]e .,
= N ' T have - teams pr1oritize their five goa]s
/ ‘ Pregaration Dupl}(:ate five "Goa] Sheets" for each team.
~ (‘lo min. ) Procedu_r; g o v .
' o ' " L1, Have participantsread the‘tekt.‘ -Stress the important C
.\_ s .é.;.r..Pf)ints. s " \ . S S o " - '-°‘_'
_ / S l- i’... Goals make ef)forts more ,effectn;e - ‘ )
e . b., Goa]s make - efforts more eff1c1;nt B «
r cl Goals make p1ann1ng steps- easier.. ' ..°
‘ e 2 d Ach1ev1ng goa]s 1nsp1re'svconf1dencq and is a
_:" ' /\ '.‘ jmo 1v‘at1ng force. o f&ﬁv'o .
. . e.?' Goals encouragemlanners‘o 1dent1fy and use
: . G
. -" " resources. .‘ N ; y .
N 2. Take t1me to d1scuss Erogram and s _mgoals Part1c1- .
. pants may,be confused about these and have quest1ons"m The 1mpor-
"‘.“" | - tant point-is n{hat every goa] should 1mpact pos1t1ve1y on the
T -~ learners. - - - T . ) ’
' _} % ’ —N\3 Using the ex‘mple f the text, show "how the Goa] Statement
. . | '1s deveToped from the Need Then shox\how the Rat1ona1e re'lates
/\i s the Goal Statemeﬂt to the Need. Answer any questions about hor to

N .b‘ '_ . - n. -".._ - } -. e

" GOAL-SETTING ‘\) ‘ g
\M l. ." .. : . |

Qrggses T.o have each team of partimpants set five goa]s for & '

their career guidance program, Jeve]oped from the needSe assess- .

i

e deve'lop Goal Statements : ) \' -

4. Distribute f1ve Goal Sheets feach tedm. Tell them to

leave the_ Goal- Number b]ank for‘t‘he time being..
\ . . “ * -

tay



SO 3

'. L2 : é .
5. Te]] pgrticipants that it 1s the task df each team\\

to identify five goals from the needs assessment data and

write one of the five goa]s on eaqh of the Goal Sheets prov1ded A

¢ : -

6. Te]] participants that once they have identified five .‘
.’- : \goa]s to which the team is committed they shou]d also prioritize
I ' the goa]s. Have them put the appropriate numbers in the spaces °
) 3 prov1ded, the order of pr&ority to be determined’ by consensus. ‘

‘;/¢t 2 | : Remind teams of th ,following ,:‘~ . " )

'f e ) | a:v The need from wh1ch each goa] was der1ved ‘should
T *///61 4l o 7 be stated. e ‘t e . ./fN’/
S _ S K rat1v5a1e must also be c]ear]y stated for each/goai
lﬁ B I as to how it will. -impact. on students < .
o 7. Te 1 partic1pants thgy will have approximately one hour
_ /'z : - for this act vity. ) . . : _ .. '
o Fol]ow.up:. Circulate among participants as they are defining their
f . 4 goa]s Be available to answer questions or, c]arify issues.
. N Nhen teams are finished with the task, ask them to tra*sfer | o
their goa] statements to newspr' t: for posting around the room.

In this way teams maintain a f eiing of cohesiveness and have

N 4

"a chance to satisfy their curios1ty about what other teams are

‘ daing and what they are planning for their guidance program.

7 'Encourage disouss1on among the’ different teams .as time permits
.".. » : ' I [ ..&
! Y R
. , LY . ’
/ o S a) -~ . hal “~




~

PERFORMANCE INDICATORE

— . . t . . T~

8 0 . . . L

,Totgl'time Pu:pose To have each ‘team- of partic1pants deve]op at, 1east three . *

performance indicators (PI's) for each of the1r f1ve goa]s -
\ : . ‘.
Preparation: None. - ’ - . |
' -. . E / ) .
Procedures: - . ’ \
(15 min.) ' 1. Have participants read the text. .Emphasia? with them |

-

@

. the following points: ‘
a. PI's represeht behavior clients will display as a°

;5- o ' . result of experiencing the\program;
* 7 8 . ’ .
3 - . .
- ‘§? b. PI's abe statements of what clients can do as a
& result of the program. '

S , c. PI's deal w1th behaviors, and teams shou]d make

sore that their PI's are stated 1n measurable terms.

-

d. Criterion levels must be stated clearly for each PI."
\

2:+" Show the performance 1nd1cators devegoped for the goa]
in the exampie from the prev1ous session. This will be further-
preparation for the act1v1ty 1n the next step

-

‘ : 3¢ On the bTackboard or'newspr1nt, using a goa] deve]oped
o . 7:' by one of the teams, work with the tota] group to deve]op at
A + least thrdF performance 1nd1cators Have group members deve]op
) ' appLopr1ate Pk}s Do1ng this ack1v1ty as a tota] group wi]]

pmov1de a c]ear examp]e for part1c1pants and will forestall many” .

& ! .
. : a
~

- quest1ons
4. Tell the teants that they are to deve]op at least three
- _ PI's for each goal. They should write them.on the+r Goal Sheets. -
)); "~ o in ‘the ‘space- provided. '

o




v / A
'J . fl “‘l. | ' .\... k ’l. o w \ ) N . .'..

» " P4 .
(Thr) v . 5. Tef( them they will have a&mgama e]y one houf‘ for
' ~ . . this activity . A | r /,
)'.‘ IR R B: Answer any que‘g‘t}ons and then tell the teams to beg,m
e ' " Circujate among ‘them to answer individual questions and monitor
b ?\ - o 4 .
.~ 77 L. _their progress. g T e
— e -
. ' ‘ ] .
Y 4 e,
- :/‘_ . Q -
o \‘ ‘
! h .
\
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e " DESIGNING THE PROGRAM: MY ROLE

. ‘e . . .
A ' RS . L
ena N Ty .
=i\ e~ Nso

have participants tompiete the "Who Delive“r"s?“ por-

‘)

'v'l"otaLl time: Purpos
45 min.

tion of the Goal Sheets. . &
AL e " To have participants determine\qho wi]l have major or
W minor responsibibi,ties. in faciiitating the @1'5)»

: ,To have each participant determine the ro'le he/she will .

-

) perfor-m in imp]ementing the. Action Plan. . .
- To have participants ‘assess theieffects that possible

changes in roles will have on their present, rbles and responsi-‘ '
. . 4 - T — .
! bilities: ' r- ‘ Y ‘ '

. R . . ": ‘ . b
reparation Be sure to'have c0pi.es of pageﬁ43 "Ideas Generated.from -
the biSCUssion," availab]e for each participa)nt YL ( "
Procedures. l-lave ,participants read. the text. . |

-

- C( _" W '_ Exp]ain that this activity 15 critical to ‘the “Who’ De]ivers?"
» :section on the Goa1 Sheets Before they can comp]ete that por- .
r - tion: dw‘?ithe Goal’ S;Aeet, they must c]arify their ro% and ro]es /
: others wi]] p]ay in imp]ementingﬁtheir Action Plan.

Tell ‘telims that they are to review each P} ,gnd discuss who >

\ .

Rei’er partjcipants to the questions on page 42 in their ma-

" will deliver it. - | ' b
teria]s and have teams discuss them together. As they interact,
- they may wish to. Take notes from the discussion, and page 43 has
been p,rovided for that purpose. ’ |
During the discussion, teams should determine who will
deliver each PI and should complete the "Who Delivers?" portion
of the Goal Sheets. (If they also can c‘omp]ete the "Target <<

¥




5 e Group" section at the same time, sq much the better.
. ,{';‘.‘ ‘ v-/—
Allow 30 minutes for the discussion and completion of she
. .
specific portion of the Goal Sheets.
Note: ~ Often such a discussion becomes htgﬂﬁy interactive,.
_—  and téams need more time. If participants are not ready to- °

stop when 30 m1nutes are up, you might suggest that they con-

.t1nue their d1scuss1on after the workshop 1s formally concluded,

? A; S
o . ‘ whlch w111 be'in just a few minutes. v
’, 8" ( .y
* N Then, br1ng the total group together fon/the f1na1 act1v1t1es
,{ of the day, . L




ST L " DESIGNENG .THE.'PROGRAM:' : THE SCHEDULE - )
j Total time:..‘Purposes' ToShave participants furgishﬁﬁrﬂméh as possib]e of the

' Variable * o
' _.‘.. data required td-comp]eteﬁeach of the five Goa] ‘Sheets (not Ve

k]
.

‘ necessari]y in the workshop setting) L, . ";"'
s o _-To imbue participants with a sénse of excitement about

.. the fask. © : | L
L -;. : '. reggration' You wi]] want to see if the workshop room is avai]ab]e
| tn the event’ teams wish to have a place to work together in the ;Jﬁ
" evening. o ' o | ’ ‘Q}
Procedures: Have participants'read the text. Discuss,with them -

»  the Need to be very specific in supp]ying data for the Goal

3

o - .-¥ . Shieets..

~

- tf~- Exp]ain that there w111 be a m1ni 'session tomorrow on
Resources in which they wi]l have a chance to rev1ew their own
. resources and learn\where to find and use.others. They will
‘ . ".; W L“use a Sepa‘ra-te f-orm,- hich will be attached onthe Goai.'Sheet-,'
If tiMe remains participants may beg comp]eting the1r X »
Goa] Sheets. If the schedu]ed rkshop time, h§3‘e1apsed, te]]
7’ thm hat they day need ‘to dovsome homework in order to come
’ to tomorrow Svsession with the G9a1 Sheets as complete as
| ;possible before continuing the program e » _'\ ‘
"'g;: h . 'Answer a;y.questions, inc]uding ones about where peopie\’~ '
‘> ' ¢ -~ -can get togethar to continue their work during the later \ ‘
: N S S,

,\}!._-" '(afternoon, even1ng, or ear]y morning p ;g A “{f_ ’ ’;\

. R i o . . .
v‘ - | ) ' . (‘(\« ’ "i -
‘ § o L : { B
LG . - .
* - -"’ '/ n/> : : ° , B -‘.." K /;7\




{

otal ‘time: Purposes: To orient participants to tomorrow's schedule.

Tsmin. I,

u " To provide an outlet for participants thoughts and
v o feelings. B o w . .

P \. t .
“ To provide evaluative data for workshop facilitators.
.. To provide a sense of closure to'"the workshop experience.
Preparation* Write these two sentence fragments on a sheét of

paper and duplicate enﬁugh copies for each participant.

L "Now I am hinki’ng... - @
) . . "Now Iam elim N _
;; : : I.eave plenty of space after each fragment (You a.l so Can, dlS-‘

| "»tribute “blank paper “and have participants write the sentence
beginnings for themselves. ) 3 N
« _ | Procedures- J«bout l5 minutes before the planned workshop time is
| up, thank t.he participants for coming and’ for their hard work ’ S
. R Take a few minute& to provide a pre’wew of, Day 2, discuss
' expectati s, clarify scheduled‘starting and ending times,

C provide an;mgecessary structure for the even1ng

- MAnswer any q::estions~ a’ut the day's: activitids. o 7
; :' S ;J Then’ tell them that there are two veryﬁ‘ief statements '.
" . = for them to- complete as’ thefclosmg attivity. They. should |
¢ : write 'as much or as little as they wis'h ) T e AL.
] Tell “them they ma;& o: may not sign the1r names as they -
P ,." 'liell them where to put' the completed statements. ™ - iy
i) _

‘ Distribute one form or blank paper ‘fo each participant

Q ) . ’ .
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Aruitoxt provided by Eic:



P »_...4.".:"' R , S, ., :
'. (Zm in.)f . ..‘;; Review module goa'l aiid obJectives, and module out'line
A Mi’swer any questions that may arisea o ".'\ : ‘. ’ '; ] o
S e : f cou.scnon oF RESOURQQ s “
R moses (rexami'né the pzrocess by which }eanis gather materials . «’
e _' To provmde a systematic approach to resource coHectwn i o~ P
: " | Pregaratign" If possible, have some of the materials describ in :
l - ) : Appendices A B a{ic avaﬂab]e-for paftic'ipants perusal
B .Procedures | - k N S . c
‘(5; @i_n..)' o L. ) Have aH participants read the 1ntroduction and o

- “C(\] 1ection of resources" section..

. (5~min-.)\"' s ";2'. Discuss STEP 1° 1n relation to the back-ehome setting

_ ¢
. / i-lave parti?pants discuss use of the guidelines Are,they
!' t hé'lpfu'l" ) ‘ . - ," S ’t ;“\;-,\— :'\'~ _
: AR o ?2’ .

it
o

(2 pin.) J‘ - 3 Look\ qu"ick"#y at STEP 2, “"Identifg n;;}]ed reso r‘ee

=~r

‘ members Also pomt out the Standard Reﬁe,rences 1n Appendix A T

f(é;mi'n‘:.)"l L - Move brisklyralong to STEP 3, "Develdp, and acquire new .
R Cy » 'resources Emphasize comnumcating with otllersfor ideas-- , -

‘. T ,fa‘culty, comnunity Refero to It\ppend‘ices B (Coimiermai Pub?ﬁﬁﬁé"_'_ :
Cooe and C (How to Use ERIC) for further 1nformation v ! X
oo B ' T
. St .} __00' -1r;‘ ) - \

- RRN? o - - ) , . ‘o
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EVALUATION - AGTIVITY 1. ARV y
ry O . ” U, f .

’ *Purgoses;7\i§ provide team members with format for Written evaluation.

»

‘; : /Z'i—l ™ give tqhm.meMHuﬁs_an‘oppgrtunity'to go through & systematic

evaluation of a resource. : o R o

< *

'p;egératién: yave,oﬁfh§ﬁd‘en5ugh resourgz;materigls for &ach group

to be abTe to select oge:for this actjvity. Call the' area where
mateiials are stos the “dugout.”. -

. * Procure an overhead projectdr to display the trarsparency
ORI .. if you decide to make one.

N ° s . .

S “:F""*"E*Prg‘ce.dure§:., . . T ‘
t.(3:min.) ; - ;];, Ask eéch_pértjcfbgnﬁtﬁoﬁFead thgite£t~0n FEvaiu§Ei?n of -
- ,»v:' . résourpes."‘ Answé?‘anY.éuest?oné.. Ehphasjze'fhe n?ed#fqr _
,Systematic evaluation. Mention helter-skelter mgthbqs by which

we too frequently make decisions.
‘ t

(2 min.) . . 2. Disblay the transparency (if you-héYefmade one).of the

S

* Career Resourcg Evaluati# Sheet and demonstrate sdoring (see -

> - -7 exdmple). If you do not have a transparency, go over the’
% . N . . . . » N . "
S o - AN : .
o _ ™ " _Evatuation Sheet carefully with participants. -, -~ « - -
o o . - . X ‘. P N . . . .
. ] ; o AN
) (9“min,) '_; 4.3, .Ask one member of each team to.se]ecy.a‘rESourcg frop
;: -?ﬁ?ﬂ““ N ‘the-dugbuf, ;[heh‘have each group work together to.fill out the
v .Career Resource Evaluation Sheet and rate the resdurce;
(3 mim.) <Fallow Up: Discuss the procedure with the teams. o i.i
o N ’ ' % Id ’ o ! - ’ o~
v R N Y s o . N e . *
E .- * ' ; .. , N




’ S T ' - . Coe, - SN -
) ' - . s ‘ . . B . . , L “‘ - . ) » - .
R : ’ ‘ ! N P -
% UTILIZATION OF RESOURCES - ACTIVITY 2 ,x-‘:'
% . L . »
R + Purposes:-. To ident"fy systematlc steps for dec1d1ng what resources to
L : 'use.' To ha—ve team members decide On. resources to use in the N
| ImpIementatlon Steps Qf their PI's. - ‘, N '\0' _}
. . A Preparation’“ -Make sure” eacJeam has, 1ts GoaI Sheets from t§ first -
{ D / . c
. day' N ’ ) r ) ' \’—4 . . ' ;' s . ) f'
. o .'7 ' - bl ’ ' . ) '
Procedures o _ ‘ : . '
' (3 min. ) . ,,I.. Ask part1c1pants to read text on "Utilization of ’
. 7 _ .
- resources" up to the box’ which says Ac}‘twty 2. .
('7, min.) . 2 D1_sc‘us the Resource D1amond - I
e « 2. S rt with the base outhne C) . Y |
) b. Then discuss the portwn that dealwn th peopIe
.. e seTect‘lon and prob]ems (between home . p]ate and first
| ' o - - _base)..; : l, n T .- S - s :
p > . Cy Then d'iscuss the second portion desc“ribing the -
. * . ’ _“5' . ’ B -
IR X v ‘. . . selection of materlaTs (between f1rst and second d /
.\ ’ . * i - N P . . * . Q L . \ .‘}
. : '-.,"" [ . : . ' bﬁe) ', ’ ) ' » : . . . . : R o <
. . » . ‘" v . “ 'Y - R A - . b, r‘ . -~
LT -t d. Then on to the third portion that deals with physical - * |
L Lo  facilitiest w0 T @
. . - . : ' - . S . - Tt
A " _e. The fourtiart (Homerun!!) is a flourish-upoy which -° - /
. ' " - - . « [} - .- .
_— . ] L : . o - N e ) . '
s o ‘ ©to end L R S oo )
(12 min.) ) 3. Ask “team members now to look at the Resource "Ut1hzat1on;
| .o Chart. Have the team select a goal and P1” from their GoaI Sheets v‘_
~ T to ec?é'r on ,th1s chart Then, using the systematfe thmkmg
\‘ -t ) HLnstl"ated b_y the RepOurcc Ulahlond hdvc them Complcte B(lc
’ " : _“‘“’ _: Resource Utilization chart. ‘ .

- N FO“]OW QQE 'er(u]gte amony the Y1 Lupa, a‘%\chn TluJ any qudatlbn: aald
’ Al A . ,\ &,

& - I3 ¢ w " ’ . R |

o o




‘ ‘[ I . : N . ' 4 ' h N }

I L4 L . SUMMARIZING . .

o Purgose- ‘ Jo end tﬁis sectton and to point out *ﬁurther r'efer'ences.

= : Se pregarat'lon‘, Read the sun%ry and go over 1ts major points ‘
. R Ffrocedt{res: L " : ' W T

3

(5 min.)* C. Emphasize that this section is essential.]y a systematic

i
b* L"' R review of what mo%t_pounselors are already&doiﬂ




Review mdu]e,,outlfne. goal a‘ﬂpjh t vess ~,' AL
C T e Answer any questions that may arise. c PR s

S N I A NTRODUCTIO S R

N "“l- (R S et S S S —_ 0

AN K umoses To fam!]iariz'e participa.nts with the definition of ) ‘

evh'luati'oﬂ. . - vx SR R Sl
| ?o explain the purpose of eva'luation. o S
PR S Y . .

IO . e To exp'lain that eva'luation focuses on tota'l progr-a‘m asseﬁs- o, ."'

,, " ment in, th}f portion, LT T R R .

DREE : Pregaration-' Be ab’le to define the term "eva]uatwn"‘ X

,:’;x- .

(3‘ min )/Procedures- Have parttcipapts read this se&fon qu‘ick'ly " \ B

. L . . . -
e s L .

T * TYPES OF Ewu.umﬁon

D Purposes' To define and make distinct1ons bétween qbntext inpu’t‘ . .
o ST | S
~5 prd and prod uat SR L

S P, and product eviluation® o e B

e . rPrepargion. Provi-de examp'les for each type of evaluation. Emphasize , RS
' " t!iat this portibﬁ wi'l'l focus on 'PROCESS GNduPRODUCT eva'luation-- S
H : : #*.g.' - :

i ii "-\‘c participa,hts wi'l'l 'Iear-n hOw to do “these "latemon 41*19 r‘du'le. ,.‘- .

Mﬂi’ ::gﬁiﬂy describe each tyPe o’( evamation to thwqa- ) o

. .' ' )
~ Tt . h
. Loy e, i .

_*’.'.. . . v T S R N N

(PO N

Contgxt ~.a needs assessment '.‘_;4

R *

Ingu! - eva1 uates guidance nbtﬁods ” 4. e._ m'éer-vent,ion




. — C R . P . o f
"L ! oo PR ¢ "W .
¥ . . A : . + g
i ' . . . .
. V.""- ot L [ . * LA I
T L. .o . ’ y '
S .

.. . Pra - ring. seeing if. the program s being
S 'WIemted as -planﬁed J

nd how efficiently 1t 1s

) | Ty 1f career gu'ldance program 1s meeting establ'lshed
‘ . o o . outcomes‘ oals g  .,7

RO Note. Be prepared to answer quest‘lons abput e difference between et

f : oﬂerﬁll progtam evaluatfon and 1nd'lv1dual student evaluat'lon
@ading) . - e - v' ,'s . ..—» K _.'l.: \_'

P o . . . :

; R . ;. .
. T . , . \,e, . ) B

REL S . PN . Lo . Y. - . i . 4 -

LT LT e s ¢ o . - . p .

B . 1 e, . . § )

L T LT . o L - . )

o L : 3 oW g

Ry

L ; ~ i . s v sv - . " . "\
S ;.;,Mme_s_ Idewlfy the key .33:0 effect'lve eva’ruation._ . - RS
. \ ) - ST gy '- S

o . . "
i T4 a7
' _PY‘OCQdurQS‘ - { " ‘ . .’- .r.._; . -‘. N Lo : -‘ . L

'~ "9(3 nin ) N Ask, éaqh part'lc'igant to read the tht.
(3 min.) oL '

"-52. -Explrlh that all categories found on the Goal Sheet
S ~_7__ should be ciear?y ‘oef'lned 'l‘n“ '°v‘

R

e to d&isle on the ‘type.of | g "
;-“-_"; PR ‘- L .evaluation most appropr'late for t;l\at‘ perfomar?ce 1nd1cator. T
" ‘ (10 mn ) _ ;f i 3« Ask the team to s,elect one GoeL SheeﬂE ; “HaVe them cOm- .
' ‘ ,;;-"."' : complete the Kdy to E’ffective M&uatw# sheet.' '

(%mi"l M‘J g Tell pa,rt'llcipaoats to revi)ew goals and perfonoance 'lnd.1

v - s'

'.".‘ -

‘!
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..‘- : * . T e . . ! ‘ . N . . . X
' A COMPREHENSIVE EVALUAT%N MODEL o -.,-' -

yrgo;gs "’r/ provide a coznprehensive evaluation model to show parti-9

, cipants how extensive the e_Vaiuation process is.

. To famﬂiarize participants with the evaluation process

Bregaratign Be fami lar with the text.. L
", " Procedurés:’ ] : ' 'f' .
(5 min.) ., - .1. Have participanis quickiy read the nine steps of the modet.

2. Emphasize components 4 and 6 of the mode1

" Follow Up: Indicate ‘that the ’rest of this poYtion will focus -on ,compo- -

. B - nents 4 and 6, i.e., evaluation design and‘deve]opment/ of data

col lection instruments ‘. g )

. ., A
Yy,
)

FiROCE'SS/PRODUéT‘ EVALUATION' A

» Purposes: To make ciear distinc.i:ions between process” and product .
| evaiuation - o o | .

' To explain the differenCes bg(ween criterion referenced

'J "~ and norm—refvncéd tests

‘To provide examples of possib'ie 1measurTEment instruments/
"F',",\. = | ‘; \l‘"'_;-_.a{'_techn'lqu‘es. h : S ; T |
v "Pr‘epﬁaration° Be-familiar with text:" .
‘ oo Provide verbal exampies of. measurement i*nstruments/techmques
| ,':.,'j‘*"-‘ if participants are unfamiliar with th.em 'A. . "
"<.(4;-in'|l_1.')vr ) Pr;ocedures » Be example‘&f'l (Student Goai) to discuSs PRODUCT
| EVALUATION PR i SR .'
: ' R L .- type of evaiuatwd' ' ) - P

s - eval'ua{ﬂin instrumedtr i. e., criterion referenced

vs., nOrm-refereneed tests . /-'.

.v.r-:» N B -' .. . Y E

- .. - - ; ’ )
'
. e i G . .
' AR Y .. - Lo . d . L et T Lo s
. . & . ¢ e v . e e e Ao ot . . ,
X L Y " L. o, . " . . ' ?
o, [ IR K . . -t e .. ER. B . o
. Sl EE .- ° \ Lo . ' .« T
N Lo t e . .. - . . - M * - - - =
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‘ . b . . k. . . : ’ v . :
i S 3] PR . . 180 o MR . N L, .
T '. . - ., . x . s . .
e . . - . ’
N .
. .
. \
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R ny & a

-

(2 min.)

u
S

(1 min:)‘

_.u'
. £ .

- (10 min.) .

o PROCESS EVALUATION -

e -

Fod

’ ‘ .« - . B
. : ' W

k Quickly move through example 2 (Staff Goal )-to. discus.s

CR

- type of evaluation . Lo N .
- evaluation instrument,/i: , check]ist \/.\_ ' %
¢ L4

s 3. Brieﬂ%’ review . possib]e measurement instruments/teehq;iques.. -

: - &, . Ll - .
‘ I iz . .

, POST-ASSESSMENT St .
Purposes: To take the pﬁrticipants through a comp]ete evalua ion o

process for one goal statement

1

’ To bring together concepts introduced in tH’is section,.'

regaration Make sure each team hasj Goal’ Sheet and Key to Effectwe .

_ E’vaZuatwn she,et used in the first activ1t¥_ foc th'lS section 2
rocedu;es 1. Te]i pamicipants ta use the same goaj and performance

;' indiéatbrs as y did i thy’first activity of thds portion,. '

. ,‘/ & 2 Tell, them to- fi’H in the type of eva]uation ‘

' f ESS/PRODUCT) and me‘asurement instrument/technique for each
"70\ “ ﬁ

performance i‘nd'icator.j Tel them 9 write down an examp]e of a’ﬁ

!

) item which might be used as art of the ev

' -_.3-. Tel] participants ' -. they shou]d c{:mpiete this Pogt-

on 4 nstrument

Assessment for each of their“Goal Sheets for an effective eva]ua- .
’ .

tion of thei r career guidance Action P'ian

-

Fo]]ow Up Circu]ate among groupp -and monitbr progress, ask for ques- =

.

! “

' t’iq;gs, comments. - _ °'\' . : . 5 '.! o B
. s * \ ’ e 0'; R - . -
) e ; .o o @ - ’ .
%-' > v - ?_ -.‘ - » _$~ ° P < - . a
Y hd ~ . . - Y .
W . oo - S 3 ( 4
0 ) .’.. ) :A .. P ‘ . /1 - N r“ ]
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APPENDICES S ' .
Purpose: To provide participants with- tools to aid in the evaiuatjon

xp process : : o . . :
ol Preparatfon: Be familiar with what is contained in each appendix. T
Procedures : Co . L -~ SR
TRt : ST S
(2 min.). . -~ 1. Briefiy rev1ew each appendix. ¥ D .o -,‘a.f o
. [ "i'f.‘. T - to R ~ B " - N AN
R L a. A Evaiuation Chec&}ist . o o e
B . .b. B: Glossary . - " . . el
FUEE S ‘ - . : R R
> -4 . .  C C: References = = L R

(2 min.) 1; ' 2., Empha51ze that this section prov1des a brief ove+v1ew of

, the evaiuati process. * . .
. . OKA - :‘m‘o
’ . .
L ’ ) ¢
S -
Q. L
e R

?
L e
. “f 3
“ %
v .
) N s
. . .
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N
. .
v L] »
[ - s
. I -
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P e
o
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5
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-

Cs | \ _u_r:igg;_ e individuals and teams analy;e barriers An their *
R o back-home ganizations that might prevent or hinder implementa- _
Ce j"iz!.”' S tion of their Actio,Plan compiied during the workshop '

S, . S -

S To have team members share their st of barriers w)th one

< / K another. A R RN . oo L

g T . - To haVe teams pian the steps they wﬂi take to overcome r

5 )
\{ 4 . ° barriers ti?at mary prevgnt or hinder tiLe impiementation of. their ‘
ot Rétion &Plan." # ” ST } L.

‘ Pregaration.. Before the workshop, duplicate#additionai copies of

iy “h . - » ‘s ¥ P -
L TR “Strateg.ies and Tactics for. 0vercoming Q{. rriers.” o K

_-;",‘S‘-,‘,".- q iﬂ ' : . . i

‘ S %« Lo P tm ; et A
(3 min. ). o 1 a'l-lgve participants r;gad "t'he goai ’and obJecti\f.es Disctlss o
e with participants- the kinds oﬁ barriers that they might encounte&
.

“”g& ‘_ L "'. m imp?ementing their Action P'ians Don t spend too much time on -
R R e : cd - ) : o
o this p’értion . L _ ,;v":.‘” ‘ . ', ;,'«e«‘;

o win.) If 2. Have.. participants read silently Hitting a Home Rtm“ a

| ask them to“examine carefuily the chart 1abe1ed,‘ ':A Guide f‘or

: ’* | Ov\eyoming Barriers.f' Discuss the chart and- the concepts outlined j

T " in the reading’. -, .- oo f 3 ' '_ - T E

' - 7 . ,‘ o ‘..

(7 min ) ‘ ;‘ o 3. .Ask them to turn ﬁo the "Pifpointing Barri'ers Worksheet“

h \ _and read the directions. Te'l'l them"t\at it is not nmportant to .

Ask‘ partci;pants now"-to} sgrq %he ‘inf‘omation on their " '

¢ works_heet v’v'h each another" I“fQ.!','“* parﬁ'icipants that they are. to . K
) ., wl g o oo {',‘.. ‘ ‘_'-,:‘ ',4 e 1 ’ "_. S - . \: . ' . o
N ' (2’ .5 .'A\ . Co ._..,3‘ e . 4 L '.""l
". c .. ' . . “ '4 - L 5 . ‘. Lt " 5 - "‘& ; .
e R I O X .
.,.. . ',.1 85 . :", ‘“:“‘ . 4 N R
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(..7 m-ih;)

(3 min, )

(\

-7

use consensds 'techn'iques ih'prioritizing the’barr‘iers a1ready o
deve]oped by each- te'@m membe@ into barr1e ¢ ‘that all of the team:
can agree upon. Ask- partic)ipants to turA "D1r’ect1ons for the
Priorit1zing Barr'?ers worksheet" and have them read sﬂent]y |
along wisth you. - . ' R ' _ )
5, Briefly discuss the labels en the "S#tegies and Tactics

for 0vercoming Barriers %rksheet." Te]] teams to list one. of

the bdrriers they ha revious i;ent1f1ed in the_ cplumn labeled
T a - B
"Barrier/ on the workshpe Tell them that as -a.-team they -are to

a.—‘

&

" determine sgec1f1c steps they will take to eliminate or Iessen 1;he -

impact of the barr1er on the 1mp'lementat1on of .their Act1on Plan.—

Tell part1C1pants to use "A Guy,}e for -Overcoming Barr1ers"v,,as an’

mple in completing. the task. Ask teams to complete one "Strategies
o g- the L _ . _ .

- and Tacti¢s ;*For Overcoming Barriers Worksheet" fo{"ea‘c—h barrier.

ST Emphas1ze’ that teams are t6 ]1st ant1cipat¢outcomes on the back

-

L]

L}
Fo]]ow UQ Disks\st::e asefu]ness ‘of 1ncorporating these exerc1ses 1nto

the developme
i

/l

R
‘of each worksheet. Te]] par"‘t1cipan\ts they have 20 minutes to com-

plete the act1v1ty D;stmbuté add1tiona1 worksheets as needed
. 6. Ksk team members to share thgco.ntént of thejr p]an with

»

other particigants . R "
/;

f each®ean's Actisn Plan. P Y

o~

.

.
)

»
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. MAKING CHANGE WORK ¥OR-YOU . . R
. ; 2 . . v - "’ '} .’ o
Total time: ‘
& (2 min.) ' Rev1ew out1 }ne. goals, and object1ves. Answer any quest1ons
' | " | thatmay ar1se. .o . C R
e e e — l__ ,._"_. f ' ) I .
_ . WHAT MARES CHANGE HAPPEN’?"’“ P
(8 l‘n'in.‘).. Purposes: To st1mu1ate partic'lpahts 1nto thm\ldng about hbw change
| | occurs. s . A : : -
Y . . To~ he]p part1c1pants recogniZe how the1r att1tudes toward
w change effect the siccess of the1r Action P]an ‘
2 » To enab]e part1c1pants to measure the1r attitudes toward
i ' change with the Perspect1ves QCharm_e Inventory S S Y
: Preparatwn: Have e,nquh Persp_ect1ves on’ Change Inventory sheets Ry 2
" and Scoring Sheets for a]] parﬁy?nﬁts
] ~ Proeure an verhead projector and prepare a transparency of
Athe Perspectivis on Chan' nventor;y marke'( h the correct ;
~ 3 3
P ' - answers If you dec1de not to do this. then dupHcate s'cor1 ng
'. a sheets for the group / N 7, :
.o grocedures . ." T . ta";"{'__ N, -
' . . ' Yo ‘ _ .
g - N AS' ~.each part1c1pant to read the text e o
¥ -_; ' 2. Have;;the. part1c1pants complete th,e
' :&; C}?ange I’nventory. Emphasize that they shou]d ﬁﬁrk the statements .
o . N, "AQ (agree) or’ "D" (d1sagree) acc '“t,o 1th’e1r most bas1c
'.:-"“' e :‘ ) ‘O‘ . .:\:_ . \b& . f’ . " T,
R ' feeH R | -' 8
: o m «i B ru,i . : ' Te: %.‘, '&", , 0.“
_' i .-_»3 * Ha-ve part1c1pam’>s 1007( at the uScor'ing Sheet and caYc o AT
T e Jt oy e o
’ Tate their» csre. Use the ‘;;-ransparencyg‘to a1d thi; proces’s EE
‘ - . . ' , JRELIEN > N " . R & u- ‘ . -1 ¢ , . .

S e b

S : v ‘ L




. . N . - v
% . S
i . . [] . e \
Lo . -

(15 _mfn.) grgoses " To explain the meaning of the score part1c1pants cal-

‘ - culated for their: Perspect1 ves -on Chang Inventory . e
v B o To provide an opportunity for team members to discuss their

c , . ¥ ‘
-df’ /"\ attfstudes toward change. - - -

7 L‘gparation' On the board or newsprint wr1te “the quest1ons that par-

_ ticipants are to focus on fbr the1r discusswn "

-

_ Procedures: ), v . . - : S
"-"““3., ' . TeH partic1pants to read the first two paragraphs in: v
C this sect10n‘ / . .' .
' '2.7; ExpTam e-mean‘ing of i high score!nd.a 1ow score. :
_\‘“ © 3. Tell partjcipants to read the rest of this section and
; ' thti;n begin d'ls;:usvswn w1th1'n the'ir tea Keep t_he questions as
” an easﬂy viewab]e reference m? h ’
. T , " '4. After a-few minutes, ask for genera] reactions from. the
o totgl Jgroup. Keep the d1s{cuss1on fa1r1y short, but aHow a vari-
ety g‘viewpoints' t6 be expressed The maj.r emphasis’ here is y
‘ " on having participants exam1ne zthe1r feehngs toward change, not 3
defend or Just'i,fy their scores. ) ‘

E"’NEH YOU, MY NAME IS. "“AND 1 AM A CHANGE AGENT AT.:
' ._' YOUR ROLE WITH THE SUPER NEW.INGREDIENT OF "CHANGE AGENT"

.

(’5 min. ). ’ urposest\ prov1de cogn1t1ve materia] about the role of'wange R
- ‘ C ‘v & + . , .
4".-6" . ﬂgent . . b . ?.".'. " N . -. .
A Yol M : :
by 2, P v-:".‘ To 1dent1fy 'three tasks w1th which members of a career
‘. e b "ﬁ R ¥ % 5 L . Y - .
I )& n gmda%% team«wmi usuaﬁy have to cdpea ., S '*»”? e
-- " J‘.v'.‘ ' ' . .
> 3— ," R **To defme 1mp]1c§t1ons assoc1ated wﬁth %ecomihg/a change .
. o . 5 =
% «f"\; - ﬁent . - . ? L . f .‘,.,: I " e K * . .
'b; . ‘- e & !. a }

> Lt . Pl L . [T ey Yy
A (WL -‘.f..’m. -0 e d86
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S A en - R --&ﬂ;, ' R4
» N e . a e . . .
. P

reparation "Be gamiiiar‘with_the content of these*three{sectipns?..

, Procedures L : .
SR L= Y
A -7 Y., Tell participants to' quick]y read these three sections
. . ]
N @ 2., Emphasize the three tasks presented in the section
’ \
ba ent1t1ed "The new you." '
' ' _fé. Remind the part1c1pants that the last section of, th1s
L~ ' module w111 deal with spec1f1c change agent ski]]s wh1ch can“Be ‘*%w':
", incorporated into each team's Action Plan... k ’ -
N . . o : H q ,
. ESTABLISHIN\GCI*ANGE AGENT RELATIONSHIPS -
(5'min.) urpose To present nine. characteristics of an ideal change agent
. \\ ' ' re]ationsh1p . B B
Preparation: Becqme familiar with the nine characteristics of an
| 1dea1 change agent re1at1onsh1p Be able to prd&ide a "real-
. , 11fe“ examp]e for each character1st1c | C ~
Procedures: ,'N;J{ CF . , pe ’
3 : , . * . PR
\ 1. Briefly discuss each characteristic with participgnts._ )
Provide"!eal-ije" examples where nefessary or apprppriatet
. N - ‘v .
- " N ) -~
\f~-, ) - CHANGE AGENT CHARACTERISTICS
(a”ﬁha;3 ~Pungose %nab1e teaé'members to ident1fy one or more change agent \
o character1st1cs which they can use to fac111tate the implemen-
_ * . tation oﬁ—tﬁ/?r Action Plan.~
. - - : ‘ v L ' AT
2 " . . Preparation:.None. ‘- . /.

3 ‘;_nProcedures C, #‘ ) .' . S
L “ . Te]] the part1c1pants to read the text [ ; .
’ . [ L < : * ?ﬁ ‘ vv 'b!: PRGN | v . . ’ )

) Cae, e . — L < ‘t e
s .. / .




4 | ‘.‘;'. ‘\..' .. -'\.; .-‘\ . :\_'" ' .‘: . l_. - . ..... , * '., .‘:' l"'.:l-.“"-.. ) o ‘ -’." q. . K
I S Ji e e R
LR S . e P . .. ) . - .7.4_J,". . . o

;'"‘. -T ! : o '; ‘J L D P « .. AR : ‘\" N T ' » % . . ' . tat l . ' W-'\nl t“
LY ’ . RPN 6 e \ e

ST s, Ten each am membef® to -choose he or mgre chan e
v r‘-\ K 7 s .. ’.'»'u, tP T gr "qr g .

(T' . agent - char&teristics which cod'ld be used m' facﬂi’tate ‘the j o ‘\
SRR L 1mp‘1ementation of’ the Action Plan. . =~ . A

S S . 3. Have pa‘rticipants discuss,ways in which they see them;

" b selves as a change agent with other members of_the'lr‘ team
. ‘ A

. THE .BUGLES ARE B BLOMING, TAeTICS L )
e~
(15 min ) ugposes To. describe specific behaviofal tactics used by change '

A ;
|l

agents wh1ch can be rmp'lemented in an Action P]a-n .o

3
To have teams adopt ’two of the tact1qs for' use in thejr

¢ -sv . . ;,. Iy

ST R gﬁsﬁon Plans. SR P ;
~ ‘ Preparatwn- Wrnte on the board. or newsprint the six change agent @." '
: T ¢ ] % ot
ba-et1cs , i . . g
- Procedures: ? . - _ v 4 -
i : - 1. Have par‘t1c1pants quickly, read)the sect1on ent1t1ed

. . & e . | .
S : "The~ bug]es ge b]owmé ~ 4 o o - ‘

2‘.'__" D1sp1ay the siX ‘thange agent tact1cs . Tell teams that

'
they will be se]ectmg two tactu;s to adoptf’"fb?ﬁbs"é 19 the1r
o Action P]ans ' 4 ' . P ’ E -
SRR S W N Descr'ibe ‘each tact1c br‘ieﬂy Provide "real-1ife" exam- .
o ples where appropr1ate and- necessary R 3 f.-'s,%l
. ‘Repeat the instructions, i.e., teams shou'ld select two
e N ta}:twcs’ to use 1n their Act1on Plans. Te]l teams to d1scuss how
", o and when these tact1man be used ““ e o T p
T ) 5" After‘ a  few mmutes, ask one or twn 1nd1v1dua15 tp ' ': \,,’.r
' - shar'e then' ideas w1th thd who]e grdup.. - R e C . WS
I AT e t e . ' - c WF
"“/J 6' \ . - -~ . . . . ) P . ; 4. '-,n\ _ . .
oo T : o L } . .o s r -
. S L / R ,
¢ v A i«/ ' a ~ ' A ’
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e IO - " SUMMARY - - - o . '
. j - Lot > . . .
(2 min.) , Purposes: To bring todether the con'tepts-presented in tHis section. .

. ~ Ta provide encouragement and support for team member"s usm.g .

%' ‘ change agent tactics in their Action P]ans. . !

e . ’ <! g Y -

: Pregaration: ‘None. . '

Do R ER : a -

* Procedures: ’ ¢
T . 4
LV ‘ .. A.1..°- Explain that change 1% someth1ng expemenced by all. o
. «
- 2. Teﬂ pa‘rtu:ipants that the ‘success of their Actfon Plan 45/
. T - myy depend on fhew ab111ty to use change agent tact1cs. .-
' - & ol}ow Up.: C1rcu1ate among th,tteams; ask for quest1ons, comments .
\ P o
] s r . ° " ‘. ,
1 “‘».. - . N > )
. - 3 " 3
° - - ! - Al ) : “:' -—
§ ° . - .
’ - LQ'— -
C l." ] " ) . ! {
. - . . st ” @ ’ ’ '
. - ' . - “~%
o‘* ’ a j'!‘ P ) "
C Free, Y LoXwe o N
N U . . - \
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{ A A "
Y ¥ : Y .. . ’
‘ .t q ] n’ - .;' vt ’ : [y ] . ..
ST wo o a " ] . s
.' R . < .,I - 5 . . " ) IRy * :
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xible, "
mt)

ment of the team s reactions to the workshop and to “the impiementation B

Df the Act‘lon Pian.,. Time §hduid be hmited to two or three(minutes o f*-"‘_?-'g"}'-«
ber team. e v:_i~ B ’ '.'.~“ L .

. . ’1, e ut L . 4 oin . . . - < < e
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Hind-down”

i . . N

Thank tﬁe participants for coming and mdicate that there is one

' ’f finai task--the evai uation of the workshop Ask particigants to com- "f
plete it thoughtfol]y -as the data mi be used to assess the ou‘tcomvg

R ‘a"nft'lﬂ.m,_ak_'e'_:,any.'n""“fed revisions in content. G




